JOB DESCRIPTIONS

CAUCUS SECRETARY. The Caucus Secretary is the first officer elected at the caucus. He or she is responsible for:

· collecting a complete list of all attendees from your municipality, including contact information;

· keeping the minutes of the caucus; and, 
· completing, signing and returning all caucus reports to Republican Headquarters

It is expected that the Caucus Chair will assist in these tasks. Only attendees from your municipality should be recorded on the official caucus reports.

Reports must be returned to Republican Headquarters no later than seven (7) calendar days following the caucus. 

CAUCUS CHAIR. The Caucus Chair is elected following the election of the Caucus Secretary. This person oversees the business of the caucus, as delineated in the Rules of the Maine Republican Party and listed on the official Caucus Agenda enclosed in the caucus packet. The duties of the Caucus Chair, with the exception of completing, signing and returning all caucus reports, end when the caucus adjourns. 
MUNICIPAL DELEGATION CHAIRMAN. The Municipal Delegation Chairman is the leader of the Municipal Delegation (Delegates and Alternates) to the State Convention.

It is the responsibility of the Delegation Chairman to:

· Confirm that all Delegates are planning to attend the Convention. 

· Fill any vacancies in the list of Delegates and/or Alternates that remain after the caucus. ALL Delegate positions must be filled first in accordance with the Rules of the Maine Republican Party.
· Appoint a replacement from the list of Alternates if a Delegate is unable to attend the Convention or if a Delegate is unable to be present at any time during the Convention for votes.

· Notify the MRP HQ in writing of any changes in the status of Delegates and/or Alternates (e-mail to delegate@mainegop.com if prior to the Convention. Status changes made during the Convention are done by going to the Convention Office and completing the Delegate Replacement Form. 

· Monitor the Municipal Delegation during voting sessions to insure that only Delegates are on the floor during the Convention.

· Assist County Chairmen in the distribution and collection of ballots, when required.

CONVENTION DELEGATE (AND CONVENTION ALTERNATE). Convention Delegates play an important role in setting the direction of the Maine Republican Party. The primary responsibilities of Convention Delegates are to conduct the general business of the State Convention and nominate and/or elect representatives to the National, State and County Committees. 

(OVER)

The duties of a Convention Delegate include, but are not limited to:

· Discuss and vote on the General Rules of the Maine Republican Party & the Rules of the next biennial Republican State Convention;

· Discuss and vote on the Maine Republican Party Platform;
· In a Presidential year, elect a National Committeeman and National Committeewoman & Delegates and Alternates to the National Republican Convention;

· Ratify Municipal Delegate nominees to County Committees; and
· Nominate State Committee Members who will represent you on the Republican State Committee.

A Convention Alternate assumes the responsibilities of a Delegate in the absence of that Delegate once they have been appointed as such by the Delegation Chair.   

Delegates, Alternates and Guests are responsible for all expenses, including a registration fee of $50 to attend the Convention. Anyone paying before March 28th will received a discounted rate of $40. Anyone paying the week of the Convention will be charged an additional administrative fee of $15, for a total of $65.
COUNTY COMMITTEE MEMBERS. Municipal delegates to the County Committee, commonly referred to as County Committee Members, represent enrolled Republicans in their municipality when conducting County Committee business and specific activities related to the election of local officials and state legislators. Duties include, but are not limited to:

· Representing municipal interests on the County Committee;

· Attending County Committee meetings and casting votes on routine County Committee business;

· Working closely with the Municipal Committee to promote local Republican activism;

· Supporting municipal and county organizational activities including:

· Fundraising

· Communications

· Promoting special events

· Supporting election related activities including:

· Recruiting candidates for County Offices

· Providing campaign assistance within the municipality to local, state and federal candidates 

· Providing assistance on referendum issue campaigns

· Poll watching

· Performing other duties and responsibilities defined in individual County Bylaws.
ELECTION CLERKS. Election Clerks perform a vital role on election day. Their responsibilities include: 
· check in voters;

· provide voters with appropriate ballot(s);

· tally votes at the end of the day; and

· ensure that all election related materials are secured according to State Law.
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