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Thank you for your interest in serving on the GBA! The following pages detail the timeline and necessary steps for you to register your candidacy and prepare your campaign for the upcoming GBA election.
 If you have any questions, please contact us at usf.gba@gmail.com or talk to a current GBA officer.

Good luck with your candidacy and campaign!

GBA 2009
IMPORTANT DATES

· Mon 10/05 
· sign-up period BEGINS
· GBA info session in MH230 (5:15pm to 6:00pm)
· Fri 10/16 – 5:00 PM:
· Sign-up period ENDS
· Statement of Intent DUE
· Sat 10/17 – campaign period BEGINS @ the MBA BBQ
· Speeches 10/21 or 10/22
· Tues 11/3 – polls OPEN (exact time TBD)
· Thu 11/5:
·  5:00 PM – polls CLOSE and campaign period ENDS
· 10:00 PM – results announced LIVE at Thirsty Thursday
· Fri 11/6 – results published to all USF MBAs
· Mon 11/09 - info session with new GBA members
· 1/1/2009 – new GBA term commences
STEP ONE: SELECT AN OFFICER POSITION

There are nine GBA officer positions – eight VPs and the President. Each officer position serves the USF MBA community in an important and unique way. We encourage you to carefully consider both your talents and your time availability when selecting a position in which you could best serve the USF MBA community.

The nine officer positions are:

· President

· Vice President – Academic Affairs 

· Vice President – Finance

· Vice President – Part-Time MBAs
· Vice President – Alumni Relations

· Vice President – Information Technology

· Vice President – Marketing

· Vice President – Clubs

· Vice President – Recruitment/International
For more information on the duties performed and time commitments for each of these positions, please refer to the attached Appendix A or refer to Article 4 of the GBA Bylaws at http://usfgba.org/images/usfgba_bylaws.doc You may also view the profiles of the current GBA officers at http://usfgba.org/current/officers.html. You are permitted to contact them for informational questions but they may not offer campaign advice or lend support.
STEP TWO: REGISTER YOUR CANDIDACY

1. Sign up for the officer position for which you would like to run by adding your name and e-mail address to the officer-specific signup sheet on the MBA Club Board in the Malloy Hall Lobby. As a safeguard, please also e-mail this and other required information to us at usf.gba@gmail.com in case there is any unforeseen vandalism! You may sign up any time between Mon 10/05 and Fri 10/16.

2. Compose a “Statement of Intent” of no more than 250 words and e-mail the soft copy to us. You may include an e-mail address and a personal website address, both of which do not count against the word limitation. This information will be published on a prospective officer page on the GBA website at www.usfgba.org and will be e-mailed to all MBA students after Fri 10/16. The Statement of Intent must be submitted by Fri 10/16 at 5:00 PM or else your registration will be cancelled.

3. Send a JPG or GIF image file to us via e-mail. This is an optional step but helps people place a name with a face. This will be published along with your statement of intent. This too must be received via e-mail by 5:00 PM on Fri 10/16.

4. Sign an “Agreement to Abide” by the election guidelines detailed in Article 7 of the GBA Bylaws, which are detailed in Appendix B and on the GBA website. The hard copy form is attached to this packet and must be signed and delivered to the GBA office by Fri 10/16 at 5:00 PM. You may slide the form under the door, hand it to a GBA officer, or leave it in the current President’s MBA mailbox (Darcy Villere). 

STEP THREE: CAMPAIGN

The campaign period for the GBA elections officially begins on Saturday, October 17, 2008, at the MBA BBQ. We encourage you to attend this event for your first official opportunity to network as a GBA candidate. Remember that you are bound to the rules set forth in Article 7, to which you assented in your Agreement to Abide. Also, no campaigning can take place before this date.
The campaign will run from Sat 10/18 through the end of the election week – which is Thursday, November 5, 2009 at 5:00 PM. Polls will be open Tues 11/3 through Thu 11/5 5:00 PM.
Election results will be generated after the polls close on Thursday 11/5 at 5:00 PM. Results will be announced live at the “Thirsty Thursday” event that same evening at 10:00 PM and will be published via e-mail the following day. Margins of victory will not be published.

APPENDIX A – OFFICER DESCRIPTIONS

Note: these are the current descriptions and are subject to change during the mandated revision. Elected officer input will be solicited for any such revisions.

Section 1. Officers Enumerated

1.1. The Officers of the GBA consist of:

(1) President

(2) Vice President – Academic Affairs 

(3) Vice President – Finance

(4) Vice President – Part-Time Relations
(5) Vice President – Alumni Relations and Career Development
(6) Vice President – Information Technology

(7) Vice President – Marketing

(8) Vice President – Clubs and Associations
(9) Vice President – International Affairs and Recruitment
Section 2. Responsibilities of the GBA officers

2.1. The GBA officers are elected to coordinate and administer the affairs of the GBA.

2.2. For purposes of maintaining voting balance, the GBA is encouraged to maintain an odd number of officers so majority can be achieved without a tie.
2.3. All positions are for individual members only; sharing an officer position as Co-Presidents or Co-Vice Presidents is not permitted.
2.4. One person may not hold two or more GBA officer positions at once. This does not prevent an officer from taking on the responsibilities of another position if asked to by the President or the GBA Bylaws.
2.5. All elected officers are responsible for the collective upkeep of the GBA office and to maximize use of office space for the benefit of the USF MBA program and its constituents.

Section 3. Terms of Service

3.1. GBA Officers serve a term in office lasting one calendar year, beginning January 1st, after being elected and ending in December 31st of that same year. 

3.2. GBA officers may serve no more than two academic terms (summer excluded), consecutive or non-consecutive. 

3.3. GBA officers retain all power even when classer are not meeting and may vote on issues, distribute and spend fund and do anything else that they can normally do during their terms of service. Greater care about using GBA funds should be used during these months.

Section 4. Preclusion from other positions

4.1. Being a GBA officer requires a significant commitment of time and energy on a weekly basis for an entire calendar year. To ensure this commitment and to avoid potential conflicts of interest, all GBA officers are precluded from holding a position of President, Leader, or an equivalent head-leadership role in an MBA organization.
4.2. GBA officers are permitted to hold other officer positions in clubs, such as vice-president, treasurer, secretary, etc., and may serve on any club committee in any capacity.

4.3. If an MBA club is without leadership at the beginning of a new term, or if a club president/leader steps down mid-term and there are no other officers or club members willing to lead the club, then a GBA officer will be permitted to step in and run the club as a President, Leader, or equivalent title, on an interim basis.
4.4. The officer and the VP-Clubs and Associations should actively recruit a new leader or leaders within the general student body for the club to replace his or her interim position within two months.
Section 5. The Addition or Removal of Officer Positions

5.1. This section describes how to add or remove a position from the GBA board. This is not the same as the removal of the office holder. The steps to remove an office holder are described in Article 13 of this document.

5.2. The process to examine a need for change is initiated by either:

(1) A majority vote of the GBA board

(2) A petition adopted by the GBA regular members at the next scheduled GBA election

5.3. Once the process has been initiated, the GBA board should seek informal counsel with the Assistant Dean or other member of the administration who serves as the advisor for the GBA to discuss the merits of the proposal.

5.4. Proponents of the change must generate a written proposal, a separate document than the petition mentioned in §5.2(2) of this Article, detailing the nature of the proposed officer addition, removal, or split, and should demonstrate and defend the need for such a change.

5.5. This proposal will be sent to all GBA officers, who will publish it and make it continuously available as well as posting it in a public place in Malloy Hall for at least two weeks prior to any vote on the matter. During this time, the MBA community is invited to comment on the proposal. The proposal will also be sent to the GBA advisor(s).

5.6. The GBA board will have the final say on the proposal. When voting on the matter, at least 75% of the GBA board must vote in favor of the change. 
5.7. If the proposal is adopted, the Bylaws will be immediately updated to reflect this change. The next election will encompass the new officer composition.

5.8. If the decision to add or split an officer position is made mid-year, the President will coordinate a special election process or make an interim appointment to fill the position. 

Section 6. Duties and Powers of Officers 

6.1. The President (Approximately 10 - 20 hours per week):

(1) Set goals and vision for the organization.
(2) Organize an officer retreat or similar exercise at the beginning of the service year to promote team building and to set mutually agreeable goals.

(3) Present a report on the status and plans to the GBA at least once per semester
(4) Lead the annual GBA Elections effort (refer to Article 9) 
(5) Preside at and facilitate GBA meetings 

i. Prepare, distribute, and publish agendas for all meetings.

ii. Solicit agenda items from GBA officers

iii. Publish minutes for all meetings

iv. Delegate meeting responsibilities to other officer(s) as needed

v. Ensure that meetings are conducted in an orderly fashion
(6) Keep a list of e-mails for MBAs and MBAEs that is used to promote GBA activities and inform the students of GBA business. The list of e-mails for MBAs and MBAEs will be kept confidential and may only be shared with the VP-Marketing. E-mails should utilize the “BCC” field for e-mail addresses.

(7) Facilitate contact with other student organizations.
(8) Represent the MBA Program as appropriate.

(9) Oversee all GBA committees and assist GBA Officers as needed.

(10) Assist VP-Finance with all GBA financial and budgetary matters and ensure that disbursements of (11) GBA funds are in compliance with GBA and USF policies, Article 1 (the GBA’s Mission), and Article 10 (GBA Financial Guidelines).

(11) Make interim appointments to fill vacancies among the GBA officers and committees as necessary.

(12) Work with the administration on special projects/requests/events as needed.

(13) Monitor the USFGBA e-mail account(s)

(14) Organize and coordinate a review of the GBA Bylaws and Constitution at least once per calendar year to ensure that the needs of the organization and the MBA community are being addressed as described in Article 12.

(15) Maintain a GBA mailbox key
(16) Perform other duties as s/he sees fit
6.2. Vice President – Academic Affairs (Approximately 4 – 8 hours per week):

(1) Act as the point of contact to Student Affairs 

(2) Act as the point of contact to Faculty

(3) Serve as the GBA representative for MBA Kickoff planning

(4) Attend all Graduate Program Committee meetings

(5) Preside over GBA meetings in the absence of the President.

(6) Assume the responsibilities of the President if he or she becomes unable to serve 

(7) Act as a general liaison for all students regarding communications with faculty

(8) Coordinate informal faculty evaluations and publish results on the GBA website with the assistance of the VP-IT each semester.

(9) Manage Cohort Representatives and assign tasks as needed. 

(10) Perform other duties at the request of the President

 6.3. Vice President – Finance (Approximately 4 - 8 hours per week):

(1) Work with the President to craft financial budgets for each semester including, but not limited to:
i. Weekly operating expenses

ii. Budgeting for the semester BBQs

iii. Budgeting for Graduation Party

iv. Student activities for the semester
v. Club budgets and Reconciliation Account for the semester

(2) Work with the Assistant Dean for Finance & Administration to make sure all activities in the GBA account are accurate.

(3) Manage and keep an electronic record of funds for:

i. GBA funds held by the school
ii. Update the information weekly for review by GBA officers

iii. Club expenses and deposits

iv. The MBA clubs’ Reconciliations Account

v. A record of reimbursements paid with GBA funds

(4) Supervise and ensure disbursements of GBA funds are in compliance with USF policies, Article 1 (GBA’s Mission), and Article 10 (GBA Financial Guidelines).

(5) Fulfill each semester’s business card order:

i. Ensure that all proofs meet USF guidelines

ii. Receive payment and proof approval from students

iii. Submit order to Purchasing by the end of the 2nd full week of classes

(6) Perform other duties at the request of the President

6.4. Vice President – Part-Time Relations (Approximately 2 - 4 hours per week):

(1) Actively engage and represent the Part-Time MBA students

(2) Communicate suggestions and issues to the GBA

(3) Serve as point of contact for all Part-Time MBA students

(4) Lead projects and activities that connect part-time students with the different MBA programs

(5) Conduct survey of Part-Time students to identify areas of satisfaction or improvement.

(6) Help plan and participate in the Kickoff for Part-Time MBA students

(7) Must be a Part-Time student

6.5. Vice President Alumni Relations and Career Development (Approximately 3 - 6 hours per week):

 

(1) Serve as primary liaison to MBA Career Services and to the Alumni Society

(2) Attend and report about Alumni Society Board Meetings (quarterly) 

(3) Assist MBA Career Services Director in implementing and communicating career-related programs and events.

(4) Attend and facilitate student sign ups and fee collection for the Alumni Luncheon Series 

(5) Encourage students to attend Alumni Association events

(6) Host alumni Town Hall every semester to promote membership after graduation

(7) Provide feedback for 8th week activities in order to improve relevancy

(8) Ensure that MBA students are aware of the importance of networking as well as the opportunities to network with USF Alumni

(9) Perform other duties at the request of the President 
6.6. Vice President – Information Technology (Approximately 4 - 8 hours per week):

 

(1) Consult GBA officers and MBA clubs on the technology needs of their projects. 
(2) Possess, or be willing to gain, minimal proficiency in web-based technologies (e.g. HTML, FTP, CSS CMS, and others as needed).

(3) Maintain, update and enhance the GBA’s web site at www.usfgba.org, this includes but is not limited to:

i. Adding new features to increase utility for students.

ii. Redesign of website to enhance usability and aesthetic appeal.

iii. Maintenance and revision of previous officer profiles. 

(4) Utilize GBA site to support GBA projects. This includes but is not limited to:

i. Creation, management, and compilation of online GBA elections

ii. Posting GBA Weekly in a timely fashion 

iii. Posting Course Evaluations prepared by the VP of Academic Affairs.

iv. Posting order forms for: 

a. MBA Business Cards (Vice President of Finance)

b. Executive Luncheon Series (Vice President of Alumni Relations)

c. Graduation Party (Vice President of Marketing/Activities)

d. Others as deemed reasonable and necessary

v. Using the GBA website to advertise GBA and other MBA events as requested by GBA officers.

(5) Manage the Graduate Business Center

(6) Assist clubs on:
i. Providing access to club leaders to the GBA website tools (photo gallery, forums, etc).
ii. Working with Information Technology Services department (ITS) to obtain access to their club website www.usfca.edu/clubs

(7) Perform other duties at the request of the President

 
6.7. Vice President – Marketing (Approximately 5-10 hours per week):

(1) Publicize all GBA and appropriate student-initiated events

(2) Promote activities to foster the USF MBA student community

(3) Organize weekly Hump Day Hospitality (HDH) and Thirsty Thursday (TT) Events.
(4) Organize a Graduation Party for the Spring and Fall graduating classes.
(5) Manage the list of e-mails for MBAs and MBAEs provided by the President.

i. E-mail list is confidential and used for approved functions only

ii. E-mails should utilize the “BCC” field to respect the privacy of individuals and to prevent spamming.
(6) Be available to go to many if not all GBA/MBA events

(7) Perform other duties at the request of the President

6.8. Vice President – Clubs and Association (Approximately 3-6 hours per week):
  

(1) Represent and support all MBA Club interests while serving on the GBA
(2) Organize regular Club Leader meetings to foster synergy and cooperation amongst clubs

(3) Assist clubs in avoiding date and time conflicts for meetings and events

(4) Organize an MBA Club Fair at the beginning of the Fall semester, and at any other time deemed appropriate, to promote involvement in clubs to the MBA student body.
(5) Guide MBA clubs in their transition process at the end of each year

(6) Promote club events through GBA Weekly and Malloy Hall Lobby Club Board.

(7) Perform other duties at the request of the President

6.9. Vice President – International Affairs and Recruitment (Approximately 4 - 8 hours per week)


(1) Manage the USF MBA Ambassadors program and the MBA Mentors Program in coordination with the Director of Admissions and the Administration

i. Assist with setting up information and training sessions for prospective and accepted Ambassadors, as well as Mentors

ii. Serve as a liaison between the Director of Admissions and the Administration and current Ambassadors and Mentors

iii. Coordinate Ambassadors’ and Mentors’ availability for upcoming events

iv. Assist current Ambassadors and Mentors with any questions/issues/problems they might have

v. Monitor Ambassador’s and Mentors’ progress

(2) Assist with setting up information and training sessions for prospective and accepted Ambassadors, as well as Mentors

(3) Coordinate Ambassadors' and Mentors’ availability for upcoming events

(4) Assist current Ambassadors and Mentors with any questions/issues/problems they might have
(5) Monitor Ambassadors' and Mentors’ progress

(6) Write a welcome letter that will be included in the new student binder, as well as an email that will be sent to prospective students 

(7) Help students via email before their arrival at USF

(8) Make sure that new international students have a smooth integration to the program & the city

(9) Promote the involvement of international students in GBA, School & University activities

(10) Serve as the liaison between International Student Services and the international students in the MBA program

(11) Perform other duties at the request of the President

APPENDIX B – ELECTION RULES

 Article 9 – Elections

Section 2. Nominations and Securing of Candidacy

2.1. Deadline for nominations 

(1) Nominations must be registered with, and any requisite forms received by, the GBA no later than the last GBA meeting before the election, or when designated by the head of the Elections committee (if any) or the GBA board.
(2) The GBA board or head of the Elections committee (if any) are free to set different deadlines for nominations and the delivery of forms. 

(3) Any deadlines set by the GBA board or Elections committee will be published in advance and be made available to all students.

2.2. Nominations

(1) Candidates may nominate themselves or be nominated by another student by notifying the GBA President or Elections Committee Coordinator (if any) on or before the nomination deadline
i. The GBA board or Election committee will publish and make available to all students a list of all nominations after nominations are closed, after the slate of candidates has been finalized and at any other time that they see fit

ii. A candidate, and only that candidate, may withdraw a nomination in their name by notifying the GBA President or Elections Committee Coordinator (if any) of their decision. Any further nominations of that person will be disregarded, unless they are from that person.

(2) A candidate may only run for one elected office at a time. If a person has been nominated for more than one office, the GBA board or Election committee will work with that candidate to decide which one office they would like to run for.

2.3. Requirements for a candidate

(1) All candidates will be required to meet the following criteria to be eligible to run for office: 

i. The candidate must be in good academic standing as defined by the University of San Francisco School of Business and Professional Studies.
ii. The candidate will submit a 250-word Statement of Intent

iii. The candidate must sign a statement saying that they have read and understand the guidelines for the nomination and election process.

(2) The Statement of Intent and acknowledgement of the guidelines must be delivered to the relevant body by the set deadline for the candidate to participate in the election. 

(3) If any of the above are not met, the nomination will be considered to have been withdrawn and the candidate will not be allowed to run of the elected office.

(4) The GBA board or Elections committee may require additional things that they see a need for.

Section 3. Limits on campaign activities

3.1. No campaigning can be done before the final list of eligible candidates has been published and made available.

3.2. Campaign spending by candidates will be limited to one dollar per registered student per candidate or five hundred dollars, whichever is less. This amount will be confirmed and communicated to all eligible candidates before campaigning begins.
3.3. All statements or publications made by candidates shall concern themselves with that candidate’s qualifications and positions on the issues. 
3.4. No attacks or criticisms of other candidates may be made.
3.5. The posting and removal of publications must not damage USF buildings or property. No posting on any painted surface is allowed.
3.6. Candidates may not send campaign statements or publications over e-mail.

3.7. Candidates are required to meet any conditions required by USF before posting any material. For example, candidates must get approval from the School of Business and Professional Studies before posting any fliers/posters on the bulletin boards. Any unauthorized postings can and will be taken down.
3.8. All infractions will be reported to the GBA President. A first infraction will result in a demand to “cease and desist” from the GBA President. A second or continued infraction will result in disqualification. Serious infractions involving dishonesty will be referred to University authorities.

Section 4. Candidate information 

4.1. The GBA board can post a candidate’s Statement of Intent and any other information that is requested from the candidates by the GBA board or Elections committee on the GBA website. 

4.2. The GBA can, but is not required to, post on the GBA website and e-mail to all GBA regular members a elections guide consisting of the name of the candidates for each office, their Cohort number, usfca.edu e-mail address, picture and Statement of Intent. This guide should also include a description of each office, including the duties enumerated in the Bylaws. The guide can also include a statement by the current office holder about what they think of their position.

4.3. Candidates are required to give a short speech on a date determined by either the GBA board or Elections committee (if any). The date of the speech will be published at the same time as the finalized list of candidates. The length of the speech will be determined by either the GBA board or the Elections committee (if any).  This speech can be recorded and posted on the GBA website. 

Section 5. Voting

5.1. All GBA regular members are allowed to vote in the election. 
5.2. Means of voting:

(1) Voting will be by secret ballot, which will be formatted to allow for Instant Runoff Voting, as follows:

a. Voters will rank the candidates by preference on a single ballot (first, second, third choice, etc.).

b. If anyone receives a majority of the first choice votes, that candidate is elected. 

c. If not, the last place candidate is eliminated and all ballots are counted again. This time each ballot cast for the eliminated candidate counts for the next choice candidate listed on the ballot. 

d. The process of eliminating the last place candidate and recounting the ballots continues until one candidate receives a majority of the vote.
(2) Voting will be supervised by the elected GBA officers with the assistance of others at their request
(3) No GBA member may cast a ballot on behalf of another member

(4) Currently elected GBA officers may not campaign for candidates. This will be strictly enforced.

5.3. Election results will be published and made available as well as posted in a public place in Malloy Hall no later than the Friday of election week.

 

APPENDIX C – AGREEMENT TO ABIDE

The following declaration must be signed for a successful registration of candidacy. Signing this document confirms that you agree to abide by the election rules detailed in Appendix B and that your continued status as an eligible candidate is contingent on adherence to these rules.

I,

 







,

          

(print name)


hereby certify that I have received and read the “Elections Rules” set forth in Appendix B of the “USF GBA Elections Guidelines – 2009” document and agree to conduct my GBA officer campaign in accordance with these guidelines. 

I understand that my continued status as an eligible candidate is contingent on adherence to these rules and that the election will be actively monitored to ensure fairness across all campaigns.

Signed








 

(signature)

On: 













(date)

You may wish to make a copy of this document for your records before submitting to the GBA President on or before Friday, October 16, 2009
elections-packet
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