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Today’s students.  Tomorrow’s business professionals.

NEW MEXICO ASSOCIATION

Revised November 2008
Officer Candidate Check-Off List

State Officers candidates will be expected to submit an Officer Candidate Packet by the set Post-Marked deadline (30 days prior to the state conference).  Packet should include the following:

Officer Candidate Packet:

· CTSO State Officer Application Form (download from website www.nmctlp.org) 


· Candidate Cover Letter (Indicating reason for applying for and qualifications)

· Advisor Letter of Recommendation

· Typed Biographical Sketch or Resume

· Sealed Official HS Transcript

· 100 Word Statement (Hard Copy- Candidates signature on bottom)

· Medical Information/Delegate Form (signed)

· Volunteer for 2 hrs of internship at the upcoming state conference (schedule time with state advisor)

· State Officer Candidate Worksheet

Please note, packets must be postmarked by designated deadline no exceptions.  Packets not meeting deadline will be returned un-opened. All applications must be mailed; absolutely no exceptions will be made.

No Faxed Materials will be accepted.
Please keep copies of all forms for your records.

Credentials Review Meeting

1.
Officer Candidates and campaign managers will set-up their campaign booth within the allotted time designated.

2.
Officer Candidates will be seated by the State officers along with their student campaign manager. 

3.
Voting Delegates will be seated by the State officers in reserved seating after candidates and campaign managers have been seated. Officer Candidate’s Handbook will be distributed to voting delegates as they walk into room.

4.
Officer Candidates will be assigned a number to present their prepared campaign speech.

5.
Officer Candidates and campaign managers will be allowed into campaign rally room first.

6.
Voting Delegates will be allowed to enter the campaign rally second, and will submit their voting ballots to the designated State Officers.

7.  Newly elected officers will be announced and installed at the Awards Ceremonies. It is mandatory for all officer candidates to be present at Awards Ceremony.

8.
Elected Officers will be under the direction of the State Officer Coordinator. 
9.
Should a replacement be needed for any state officer during a term of office, the replacement will be determined by the state officer coordinator and the Board of Directors. If no other alternate officer is available, the office will remain vacant until the next term begins.  

BUSINESS PROFESSIONALS OF AMERICA

NEW MEXICO ASSOCIATION

OFFICER CALENDAR

If elected as a State Officer I agree to participate in the following events:

May/June


Officer Training


All Officers











September/October

Fall Planning Meeting


State Officers

October /November

Fall Leadership Conferences

All Officers

November/December

State Planning Meeting

State Officers

January/February

CTSO Day – Santa Fe


State Officers

February/March

State Leadership Conference

All Officers

April/May 


National Leadership Conference
All Officers

BUSINESS PROFESSIONALS OF AMERICA

SECONDARY and MIDDLE SCHOOL DIVISION
NEW MEXICO ASSOCIATION

GUIDELINES FOR 

LOCAL ADVISORS OF STATE OFFICERS

Guidelines 1

We appreciate your support in running a candidate for office! You play a key role in developing our officer candidates. In fact, your student is most likely enthusiastic about leading our organization because of the encouragement they received from you! However, having an officer also requires the commitment and dedication of the local advisor. Please review the following and sign the form below to indicate you are aware of your advisor responsibilities in sponsoring an officer candidate:

1. I agree to run only candidates that I feel have the character and maturity to lead Business Professionals of America as an officer. I also pledge to encourage our BPA chapter to fully support our officer during his/her term in office. I have discussed the STATE OFFICER RESPONSIBILITIES with my candidate and feel confident that they are capable of successfully performing all the required tasks.

2. I agree that if my student is to win an office, we will review the officer schedule frequently and I will strongly recommend that he/she make Business Professionals Officer activities a top priority. We have reviewed the OFFICER CALENDAR and he/she understands that failure to attend required meetings may result in removal from office.

3. I will assist my officer in returning articles and other officer materials to the State Officer Coordinator in a timely manner.

4. I will discuss travel arrangements with my officer (see the “Officer Calendar”) and travel with him/her when necessary. I understand that the school is responsible for providing transportation to activities. I have also discussed with this candidate’s parent/guardian the travel requirements of the job and we feel that this candidate is capable of traveling unassisted on airlines or we agree to accompany them at our expense when traveling to required events. 

5. If my candidate is elected as Reporter, I will assist the State Officer Coordinator in making sure my student is diligent in putting together the “Advisor Update” newsletter and/or the NM BPA Website and will have it available on or before the distribution dates.

We appreciate the valuable role BPA advisors have in forming our state officer team. The future success of Business Professionals of America depends upon your ability to recognize leadership skills in your students! Thank you for your support! 

I have read and understand the information above.

Advisor Signature





Date
BUSINESS PROFESSIONALS OF AMERICA

SECONDARY and MIDDLE SCHOOL DIVISION

NEW MEXICO ASSOCIATION

GUIDELINES FOR 

LOCAL ADVISORS OF STATE OFFICERS

Guidelines 2

The local chapter advisor plays a key role in the development of the state and national officer. Each year many questions are asked about the duties and responsibilities of the local chapter advisor who chooses to run a candidate for office. It is the responsibility of the local chapter advisor of a state officer or national officer (if he/she is still in high school) to see that the officer carries out all the assignments, duties, and responsibilities of the office. Those duties and responsibilities are listed below.

STATE OFFICERS (SECONDARY AND MIDDLE SCHOOL DIVISION)

State officers are required to attend the following meetings during the year. (Failure to attend required meeting may result in removal of office.)

1. Officer Training in May/June

2. Fall Planning meeting in September/October
3. Fall Leadership Conference in October 

4. State Planning Meeting in November/December

5. CTSO Day in Santa Fe in January/February
6. State Leadership Conference in February/March

7. National Leadership Conference in late April or early May

** Dates are subject to change depending on the set dates for the Regional, State and National Conferences.
Additional duties of a state officer include:

1. Conduct officer training sessions at the Fall Leadership Conference. The officer, with assistance from the local chapter advisor, will prepare the activities and materials for officer training sessions.

2. Perform all assignments designated by the State Officer Coordinator.

3. Perform all duties, responsibilities, and obligations as outlined in the State Officer Handbook.
4. To locate (with assistance of Advisor), read , and study the Suggested Resources’ listed below:

a. Roberts Rules of Order-Newly Revised, Chapter Management Reference, www.bpa.org (National Web site), on-line BPA magazine the Wire , www.nmctlp.org (NM BPA state website), and New Mexico Association, Secondary Division Constitution and By-Laws
BUSINESS PROFESSIONALS OF AMERICA

SECONDARY and MIDDLE SCHOOL DIVISION

NEW MEXICO ASSOCIATION

OFFICER CANDIDATE INFORMATION

Guidelines 3

Candidates for state officer at the secondary level must be sophomores and juniors when running for office. Middle school Ambassador must be 6th or 7th graders.  National officer candidates may be sophomores, juniors, or seniors.

Six state officers are elected for Business Professionals of America, New Mexico Association. Five officers will be elected from the Secondary Division and one officer from the Middle School Division.  

All state officers will make up the Executive Council for the New Mexico Association. 

State officer candidates must request an officer candidate packet from his/her local advisor. The completed packet is to be postmarked to the CTLP Office 30 days prior to the state conference.

No Faxes will be accepted. 

National officer candidates (Secondary Division) must request a candidate packet from his/her regional advisor.  The completed packet is to be postmarked to the State Officer Coordinator 30 days prior to the state conference. No Faxes will be accepted. 

The state officer candidates will indicate on their form their first, second, and third choice for office. All National Officer Candidates will be interviewed by a committee composed of two members of the Board of Directors, the State Officer Coordinator, one CTLP staff, and two state officers. This committee will determine if the candidate has the credentials, maturity, and ability to represent New Mexico at the national level. The candidates approved by the committee will speak to the voting delegates who will elect the candidates to run for national office. Candidates running for a national office will not campaign for a specific office, but will campaign for the chance to represent New Mexico as a national officer candidate and will present their speech to the voting delegates at the State Conference.

All completed nomination packets and the materials listed in the packet are due 30 days prior to the state conference to the NM BPA State Office.
Business Professionals of America
ENMU, Cherry Street, Station 61
Portales, NM  88130
ATTN:  BPA State Officer Application
BUSINESS PROFESSIONALS OF AMERICA

New Mexico Association, Secondary and Middle School Division

STATE OFFICER CANDIDATE HANDBOOK

The purpose of this handbook is to provide information to local chapters and prospective state officer candidates concerning campaign and election regulations. Questions are to be directed to the state BPA office.
Number of Candidates Per Chapter

Each chapter may have a maximum of two (2) candidates per school. The Chapter Advisor is the only person authorized to determine which students may be declared applicants for State Officer Candidacy.

Advisor Responsibilities


1.
To make this handbook a permanent part of the local chapters library of State Association materials.


2. To discuss qualifications and duties of state officers with prospective candidates.


3. To establish a local screening procedure to determine which students are qualified.

4.  To make this handbook, candidate forms, and a copy of the latest revision of the New Mexico Association, Secondary Division Constitution and By-Laws available to prospective candidates.

5. To assist prospective candidates in locating the ‘Suggested Resources’ needed to complete the candidate forms.

6.  To review, sign, and mail candidate forms and official transcript to the NM BPA state office by the designated postmarked deadline. Failure to do so will result in disqualification.

Candidate Responsibilities

1. To accept and fulfill the responsibilities of any State Officer Team position to which elected by the Voting Delegates.

2. To be a current, dues-paid member of both the State and National Associations.

3. To have a 2.5 GPA based on a 4.0 scale for the preceding year and provide an official transcript signed by the local school administrator.

4.  To score at least 90% on the State Officer Candidate Worksheet. Those who do not will be notified within 2 weeks of the designated postmark date.

5.  To complete, sign, and submit all candidate forms and transcript by the designated postmark deadline. Failure to do so will result in disqualification.

The Candidate may not receive help from any individual when completing the State Officer Candidate Worksheet.

6. To locate (with assistance of Advisor), read and study the Suggested Resources’ listed below:  Roberts Rules of Order-Newly Revised, Chapter Management Reference, www.bpa.org (National Web site), on-line BPA magazine, the Wire, www.nmctlp.org (NM BPA state website), and New Mexico Association, Secondary Division Constitution and By-Laws
7. To review and observe all campaign and election regulations.

Campaign Regulations

Candidates, voting delegates, chapter members, and chapter advisors must follow all Campaign and Election Regulations. Failure to do so may result in disqualification of the candidate.

Official Starting Time

1. Verbal campaigning may begin immediately.  (No posters, handouts, candy etc. may be given out until the Campaign Rally) 

2. Campaigning may not be conducted prior to State Conference including, but not limited to:  mailings, emails, meetings, or phone calls to solicit support.

Campaign Materials
Expenditures
1. A maximum of $200 per candidate may be made. 

2. The candidate or the candidate’s campaign manager shall submit an itemized statement of all campaign expenses to the state advisor. All donated materials must be included in the itemized list of expenses, at the fair market value. Each candidate will be allowed one easel that does not have to be added to the expense report. Failure to submit the itemized list of expenditures will result in automatic disqualification of the Candidate. 
General Guidelines

1. Campaign Materials may not refer to a specific State Officer Position.

2. Campaign Materials may not be affixed in any way to the conference property!

3. Campaign Materials must be removed during the time designated in the program.

Specific Guidelines

1. Posters must be reasonable size, free standing or displayed on an easel which must be           supplied by the chapter.

2. Posters may be displayed at the Campaign Rally.

3. Handout materials may be distributed only during the Campaign Rally.

Attire

All Candidates, voting delegates, and chapter members are to dress professionally for all conference activities unless otherwise noted in the state conference program.

Candidate Seating
1. Candidates (campaign managers and chapter advisors may attend this as well) must attend the candidate orientation at the specified time in the State Conference program given by the State Officer Coordinator.
2. Candidates (and campaign managers if they wish) must be seated in the reserved section designated at least five minutes prior to the start of the Session that speeches are given.
Voting Delegate Seating

The HEAD VOTING DELEGATE (1 per chapter) must announce how many voting delegates are present from their chapter at the time of roll call during the First General Session.

All voting delegates must be seated in the reserved section designated at least five minutes prior to the start of the business session when speeches are given. Voting delegates not seated for roll call will be disqualified from voting.
Candidate Speech
Candidate Speech & Forum
1. Shall be limited to two (2) minutes.
2. The officer candidate will give an individual statement of qualifications and platform.

3. Candidates for General Offices may not refer to any office by name. 
4. The use of skits, props, costumes, demonstrations, or the assistance of another person are not allowed. 

5. The candidate may not solicit or invite audience participation. The candidate will not be held accountable for spontaneous audience response. 

6. The distribution of campaign material in the rooms where general sessions and banquets are held is also prohibited. 

Campaign Rally

1. One table will be provided for each candidate. Other supplies (such as tape, easels, scissors, etc.) must be supplied by the Candidate.

2. Helium balloons, glitter, and confetti are not permitted. 
Set Up/Tear Down Procedures
1. The Candidate and the campaign manager only may set up materials at the time and place designated in the State Conference program.

2. The Candidate, campaign manager, or chapter advisor must remove materials at the time designated in the State Conference program. Failure to remove wall materials may result in disqualification of the candidate.

Participation Procedures

1. Voting delegates, chapter members, and advisors are encouraged to visit with the Candidates during the Campaign Rally.

2. All members can listen to the candidate speeches. However, everyone except the voting delegates will be dismissed during the actual balloting. Numbered ballots will be available by chapter during the state officer speech session.

Election Regulations

General Information

1. A chapter must submit the initial membership roster and pay both State & National dues by the designated postmark date in order to be allocated voting delegates. The number of voting delegates allocated is 2 votes per chapter.

2. A chapter may lose voting privileges if voting delegates are absent for roll call during any session the state conference program states that they need to attend.

3. All ballots will be tabulated by State Staff/BPA Board.

Candidate Recognition/Finalist Announcement

General Election Procedures

1. Only chapter Voting Delegates may cast a General Election ballot.

2. Ballots will be provided to voting delegates only. Each voting delegate will cast 4 votes on one sheet for secondary candidates & 1 per middle school candidates. They are to circle the number given to the candidate. From those votes cast, the candidate receiving the most votes will get their preference of office. The second highest vote will get their preference; until all positions are filled one vote will be cast for the Middle School Ambassador position.

3. Results of the General Election Ballot will be announced during the Installation Session.

State Officer Duties

General Duties
1.  To attend all State Officer meetings to include but not limited to: Voting Delegate at the National Leadership Conference following the election of the position. (Not attending the national conference will not disqualify the candidate from office). However, if the state officer does attend national conference and is the state voting delegate and refuses to attend the assigned meetings as stated by the state advisor the state officer will be removed from office), State Officer Training Conference in May/June, Fall Leadership Conference in Sept/Oct, State Planning meeting in November/December, Legislative Day in Santa Fe in January/February, State Conference in February/March and NLC in April/May.

2. To write at least one article for submission to the monthly “Advisor Update” according to guidelines provided by the State Advisor.

3. To work cooperatively with all State Officer team members to establish goals and objectives and a program of work for the year.

4. To be available as necessary to promote the general welfare of the New Mexico Association, Secondary Division and its members.

S. To strive to increase higher knowledge of correct parliamentary procedure.

6. To perform or assist in the performance of any other duties which may be requested by New Mexico Association members, advisors, State staff or State Officer Advisor.

Specific Duties

President

To preside over all meetings at all meetings of the State Association and Executive Council; appoint committees as necessary; serve as ex-officio member of all appointed committees; and in cooperation with the Secretary, prepare an agenda for each meeting of the Executive Council or State Association conference.

Vice President

To serve in any capacity as directed by the President and to accept the responsibilities of the President as occasions may demand; to assist the President by meeting with all committees to coordinate the program of work and ensure that all activities are in keeping with association practices; and to encourage local member participation in the Torch Awards Program

Secretary 

To serve in any capacity as directed by the President; to keep a complete and accurate account of proceedings of the meetings; read the minutes of meetings an call president’s attention to any unfinished business; advise the president on matters of business to be taken up or business procedures to be followed; read correspondence directed to the group.

Reporter/Treasurer

To serve in any capacity as directed by the President; serve on committees; send a monthly update to the CTLP office to print in the “Advisor Update”
Middle School Ambassador
Serve as a representative of the Middle School program; to serve in any capacity as directed by the president; serve on committees

Business Professional of America

New Mexico Association

State Officer Candidate Worksheet

	Name:
	School:

	Home Address:

	Phone:

	Advisor:


Directions:  Please download and type answers to each questions and turn in with your Application.  Use any resources necessary (www.nmctlp.org website, www.bpa.org website, Chapter Management book, etc.)

1. What are the duties of the office of your first preference?

President

Vice President

Secretary 

Reporter/Treasurer

Middle School Ambassador

2.
Who is the national president of the secondary division?

3.
Who is the national vice president of the secondary division?

4.
Who is the national secretary of the secondary division?

5.
Who is the national parliamentarian of the secondary division?

6.
Who is the national historian of the secondary division?

7.  
Who is the New Mexico state president?

8.
Who is the New Mexico state reporter/treasurer?

9.
Who is the New Mexico state secretary?

10. Who is the middle school ambassador?

11.
Who is the President and CEO of the national association?

12.
Who is the New Mexico Career Technical Education State Program Director?

13.
Who is the national Officer Coordinator?

14.
Who is the Director of Member Services and Events at the national office?

15.
What are the four levels in the Torch Awards Program and the point system measured in each division?

16.
When is Business Professionals of America Week?

17.
What are the organizations colors?

18.
When was the organization established?

19.
Where is the National Leadership Conference this year?

20.
What is the Business Professionals of America pledge?

      21. What is the symbolism of the emblem?

      22. Name the torches of the Torch Awards Program.

23.
What are the five membership divisions of Business Professionals of America?

24.
What is the amount of the national dues?

25.
What is the amount of the NM state dues for secondary?

26.
What is the amount of NM state dues for Middle school?

27.
How many regions are there on the national level?

28.
How many regions are there on the state level?

29.
What is the Mission of Business Professionals of America?

30.
What are the Goals of Business Professionals of America?

31.
What is the name of the official magazine that you receive from the national office?

32.
Where is the National Office located?

33.
Where is the NM State BPA Office located?

34.  Who is the State Advisor for New Mexico?

35.
What are the four categories of Competitive Events at the Secondary Level?

36.
Name the 14 reasons why you should join Business Professionals of America.







