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International Nominations, Elections and Awards Committee (“INEC”) 
 
The mission of this Committee is to encourage quality professional members to participate in the 
operation of the International Right of Way Association at all levels. 
 
The Committee’s responsibilities are: 
 
 Originate, receive, prepare, and present nominations for the positions of International Officers 

on the International Executive Committee to the Board of Directors. 
 Review and verify that all nominees meet the minimum qualifications for the positions of 

International Officers on the International Executive Committee. 
 Maintain the IRWA’s leadership development training and other related programs. 
 Develop and maintain the Position Descriptions and Volunteer Career Path. 
 Leadership Training 
 The Mentor program  
 Succession Planning 
 Manage the Association’s awards program by establishing policies and procedures to 

receive, review, and rate the award entries.  
 Deliberate and select the Award Winners. 

 
 

Region representatives appointed to the International Nominations, Elections and Awards Committee are 
ambassadors for the INEC. By agreeing to serve on the INEC, you agree to make the commitment to 
attend your region forums and chapter meetings, where possible. This is your opportunity to solicit 
and encourage members to apply for the many awards and become more involved in the Association. 
If you are unable to attend, you have a responsibility to provide current forms, communicate 
deadlines associated with each office/award, and provide a written report on behalf of the INEC.  
 
INEC members must display a high level of integrity and confidentiality regarding the information you 
will be reviewing. You have been chosen to represent your Region on this Committee because 
someone else recognized the high level of professionalism and commitment you have made to this 
Association. 
 
Even though each INEC member is appointed from a different geographic region, together as INEC 
members we represent all of the IRWA and its Volunteers without bias. It is a privilege and an honor to 
serve on the INEC and select the best of the best from the candidates submitted that will ultimately be 
recognized and receive an association award. 
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STRUCTURE OF THE INEC 
 

The International By-Laws Section 5. 
 
Section 5. Nomination and Election of Officers. 
 
There shall be a Nominating Committee appointed each year as provided for in the Association’s Policy 
and Procedures Manual. 
 
Nominations by the International Nominations and Elections Committee- The Committee shall 
submit a report to the International President, with a copy to the International Secretary, containing 
the names of the persons it proposes to nominate for each such office, except those of International 
President, Region Chairs and Region Vice Chairs, not less than forty days prior to the dater of the 
annual meeting of the Board of Directors provided, however, that in the event that the International 
President Elect has assumed the office of International President, as a result of a vacancy in that 
office, a nominee for the office of International President shall also be named in said report. 

  
The incoming President (the President Elect) appoints annually the Chair and Vice Chair(s) of the 
INEC prior to the annual international education conference .prior to May 1 of each year with 
confirmation of the “official” appointment by September 1. 
 
Membership 
 
The Committee shall be appointed by the President Elect on the basis of one member for each region of 
the Association, each with the advice and concurrence of the Regional Chair. 
 
It is customary that one of the regional representatives is appointed to serve as both a Regional 
Representative and Vice Chair of the committee. 
 
Anyone who accepts an appointment to the INEC shall, as a condition of said appointment, waive his 
or her right to run for election to the International Executive Committee during the year said 
appointment was for (IEC Resolution, 1984/85). 
 
TERM OF OFFICE 
 
Chair.  The normal term of Chair is to be for a term of two years which is confirmed each year by 
the President Elect. It should be noted that the person appointed as Chair also serves as the 
Regional Representative of his or her specific Region. 
  
Vice Chairs. The Awards and Recognition Vice-Chair (ARVC) shall be appointed for a term of two 
years (confirmed annually by the President Elect). It should be noted that ARVC also serves as 
the Regional Representative of his or her specific Region. The Leadership Development Vice Chair 
(LDVC) shall be appointed annually and must have previously served as an International Executive 
Committee member or International Governing Council member. 
 
Regional Representative.  A Regional Representative from each region is appointed 
annually, normally for a minimum two year term, confirmed annually by the President 
Elect. 
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*Note: The Regional Representatives are usually chosen on a rotation of even number Regions one 
year and odd numbered Regions the next year to ensure consistency and knowledge will be carried 
forward each year, however this is at discretion of the President-Elect. 

 
INEC MEETING 

 
The International Nominations and Elections Committee shall meet each year during the period from 
April 1 to May 1 or prior to the date of or at the same time as the International Executive Committees’ 
Spring Meeting, whichever is first. Said meeting shall consider proposed nominees, together with all 
endorsements and/or comments electronically received prior to the first business day of February. 
 
The Committee shall solicit and receive nominations for International Office, and shall verify 
qualifications for all applicants for each International Office to be filled at the next annual election, 
except those of International President, Region Chair and Region Vice Chair. 
 
The Committee shall solicit, receive, review and tabulate nominations for the: 
 
• Frank C. Balfour Award 
• Newsletter of the Year Award 
• State Association of Real Property Agents (“SARPA”) Scholarship 
• Employer of the Year Awards 
• Chapter of the Year Award 
• Website of the Year Award 
• W. Howard Armstrong Instructor of the Year Award 
• Young Professional of the Year Award 
 
A previous recipient of an award is not eligible for that award for three years. The Frank C. Balfour 
award can only be received once in a lifetime. 
 
The Committee shall prepare to attend (if possible) the Board of Directors Meeting held at the 
International Education Conference in June. The President, with the assistance of the INEC, shall have 
general charge of the election, including preparation, distribution, counting of ballots by voting 
machine or by hand. 
 
The Committee shall complete other duties as assigned by the International Executive Committee.  
 
These duties may include but are not limited to: 
 
International Election Procedure: 
 

 Periodically review the association’s bylaws and election procedure and make recommendations if     
necessary.  
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Leadership Development  
 
 Position Descriptions and Volunteer Career Path 

• Review and update all position descriptions and volunteer career path as needed on a regular 
basis. 

• Get feedback from stakeholders during review process. Confirm that all descriptions are readily 
accessible on the IRWA website and separated by Chapter, Region and International 

• Educate our members on the opportunities available to them 
 

Leadership  
• Review existing program to determine if there is any other leadership training that our chapter 

members may need 
• Discuss and make recommendations for using leadership institute modules as training 

opportunities at Region Fall forums, chapter meetings, chapter executive board planning 
meetings and on-line for any interested members 

• Determine who can facilitate live presentations at chapter and region level 
• Develop Leadership Certificate 
• Leadership Certificates will be highly recommended for IRWA leadership positions with the 

possibility of being a future requirement? 
• Develop a plan to market all of our leadership modules? 
• Make sure that there is one session on Leadership training at each Annual Conference 

 
Mentor Program  
 

• Current pilot program developed by a team of IRWA members and staff to mentor those 
individuals new to the profession and to provide them with the critical professional support, 
encouragement, expertise, and guidance necessary to become successful participants in our 
industry and association 

• Develop new on-line applications and ways to make program available at all levels and not just 
for those members attending the annual conference 

• Discuss and define role of sub-committees 
• Review existing Mentor Program (Desire to serve others, grow professionally and personally, 

and lead others in the pursuit of professional excellence within IRWA) 
• Brainstorm on tools that can be made available on IRWA website to assist both mentors and 

protégés 
• Assist in promoting and encouraging involvement in this program possibly by simplifying 

process 
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Succession Planning 

• How do we inform members of succession planning process and make them familiar with our 
core competencies? 

• How do we make members aware of possible leadership opportunities and provide core 
competencies required for these positions 

• Should we give members an opportunity to indicate their interest and establish a data basis? 
• Help members assess their skills and make sure they are aware of training opportunities where 

needed 
• Prepare development plans 
• Create annual plan for reviewing current successor leaders and recruiting new ones 
• Help chapter leaders by developing a Best Practices Guide on actions to take 
• Work with the IRWA Vice President  of Professional Development to confirm that all 

information and tools are readily accessible on the IRWA website 
 
Chapter Election Assistance 
 
INEC members may be called on to facilitate and run an election for a chapter. The following is the 
recommended procedure for your use to accomplish that task. 
 
IRWA Chapter election Procedure: 
 

1. Check and review Chapter bylaws for specific provisions concerning the election process, number of 
officers to be elected, deadlines and dates to hold the election meeting, and composition of 
nominating committee. 

2. Build a timeline to accomplish the election tasks to comply with the Bylaws. 
3. Schedule the Chapter election meeting. 
4. Open Nominations and provide a specific end date for their submission and solicit nominations for the 

chapter officer positions.  
a. Nominations from the floor can also be made at the chapter election meeting. 
b. Current officers must declare their intention to continue service and declare for the office they 

intend to run. 
c. In the event an individual is nominated for two positions the individual must select one position 

for which they intend to run. 
d. All Nominees should be contacted to ensure they accept the nomination and will serve if 

elected. 
5. Prepare the Ballot 
6. Email Ballots to the chapter members. 

a. Please vote for one candidate in each category if unable to attend the Election meeting on 
<date>. 

b. Ballots must be received by <date>. 
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c. Please note that by casting your vote by email you will be unable to vote at the election 
meeting.  

7. Election Meeting: 
a. Call election to order and hold election for each officer position. (See example election meeting 

script). 
b. For each officer position nominations may be made from the floor at the election meeting.  

Election official should ask if there are nominations from the floor at least three times. 
c. Allow an opportunity for each candidate to speak for a determined period of time say 3 to 5 

minutes. 

 
Election Meeting Script: 
Election Official:  The election of Chapter officers is called to order. 
Election Official: The Chapter members will be electing the following officers. (List them). 
Election Official: We will begin with the office of XXXXX.   
Election Official: The following individual(s) is/are nominated for the office of XXXX. Are 

there any other nominations from the floor?  Are there any other nominations from the floor? 
Are there any other nominations from the floor?  

Depending on the situation: 
1. When there are no other nominations from the floor and only one nominee. 

Election Official: Hearing no additional nominations I would entertain a motion to close the 
nominations and elect XXXX to the office of XXXXX by acclamation. I have a motion and a second. 
All those in favor say yes. All those opposed say no. Call for abstentions.   Motion Carries XXX Has 
Been elected to the office of XXXX. 
2. When there are no other nominations from the floor and there is more than one nominee. 

Election Official: Hearing no additional nominations I would entertain a motion to close the 
nominations. I have a motion and a second. All those in favor say yes. All those opposed say No. 
Call for abstentions.   Motion Carries, nominations are closed for the office of XXXX. (At this point 
Ballots for the office are passed out to the membership and then collected and counted and the 
elected individual announced). 
3. When there are nominations from the floor and there is more than one nominee. 

Election Official: I have XXXX additional nominations.  I would entertain a motion to close 
the nominations. I have a motion and a second. All those in favor say yes. All those opposed say 
no. Call for abstentions.   Motion Carries, nominations are closed for the office of XXXX. (At this 
point Ballots for the office are passed out to the membership and then collected and counted 
and the elected individual announced). 

4. The process continues until the election for each office is completed. 
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CONFLICT OF INTEREST 
 
As a member of the INEC, your actions need to be above reproach. It is extremely important that INEC 
members avoid any appearance of a potential conflict of interest in the performance of your duties. INEC 
members shall not nominate or sign endorsement letters for candidates or applicants running for the 
IEC, Balfour, Chapter of the Year, SARPA, Young Professional, or Employer of the Year awards. Any 
member who is aware of a potential conflict of interest with respect to a matter before the INEC should 
discuss the issue with the INEC Chairman, which may result in the member not being present during 
discussion and vote in connection with the matter. 
 
A current member of the INEC is not eligible for individual awards. 

PUBLICITY 

The Right of Way Magazine will publish information on ALL the awards, dates associated with 
deadlines for submissions, and the name and address of the Chairman and Vice-Chairman of the 
Committee in two magazines prior to February 1. 
 
The nomination forms are all on the Internet site www.irwaonline.org. 
 
The members of the committee can provide forms and guidance on how to complete the forms. 
 
 
ELECTION TO INTERNATIONAL OFFICE 
 
It shall be the responsibility of the INEC to identify leadership qualities needed by the Association and 
seek prospective candidates for the International Executive Committee that exhibit those qualities. You 
are to encourage members to run for International Office, to receive nominations, and prepare 
nominations for all offices to be filled at each annual election, except those of the Regional Chair and 
Regional Vice Chair. 
 
The INEC shall inform the membership including current and prospective officers regarding desired 
qualities and capabilities of our Association leaders, as well as the demands of holding office. You must 
advise the members to consider an individual’s depth of dedication to the aims and purposes and Code 
of Ethics of the Association. 
 
The Right of Way Magazine (“the Magazine”) shall include a statement that any member, chapter or 
region of the Association may submit to the Chair a recommendation for the nomination of any qualified 
member for any elective international office, except that of Regional Chair and Vice Chair. 
 
Also included in the magazine shall be a notice that all recommendations for nomination for each 
international office shall be electronically received no later than the First business day in December. In 
order that the nominee’s announcement for office along with his/her resume may be included in the 
Magazine published between December and April he/she must submit their application, resume, 
candidate’s statement and photograph to Headquarters by the first business day in December of the 
preceding year. (NOTE: Inclusion in the magazine is not a prerequisite for election to the IEC.) 
 

http://www.irwaonline.org/


 

 

10  

The INEC shall originate, prepare, receive and distribute the candidate summary. This summary will show 
the extent of the candidate’s professional leadership at the local, regional and international level. The 
Committee may consult with any member of the Association regarding qualifications and capabilities 
of officer candidates. The IEC distributes the proposed slate to INEC members for consideration prior 
to its submission to the EVP. 
 
The INEC shall verify that all candidates meet the minimum requirements for the International Office of 
the IEC that they are seeking election. 
 
The affirmative vote of a majority of the members of the INEC for the nomination of persons for each 
such office shall represent its decision. 
 
Immediately following the INEC meeting, the INEC Chair shall notify the International President and 
report the action taken by the Committee. Thereafter, the INEC Chair shall telephone each of the 
proposed nominees as to whether or not the INEC has qualified him or her for office, and if so, for 
what office. Such notice shall be followed in writing. The report of the INEC shall not be made public 
until such time as the International President has been contacted and a reasonable attempt has been 
made to contact each of the proposed nominees. 
 
The INEC shall submit a report to the Board of Directors, with a copy to the International Secretary, 
containing the names of the persons it has qualified for the following positions: 
• International President Elect 
• International Vice President 
• International Treasurer 
• International Secretary. 

 
Said report to be forwarded to the International Chief Executive Officer by May 1, provided, however, 
that in the event that the International President Elect has assumed the office of the International 
President, as a result of a vacancy in that office, a nominee for the office of International President shall 
also be named in said report. 
 
Qualifications 
 
The following are the minimum qualifications for International Officers to be elected by the 
Board: 
 

A. The candidate must have been a member in good standing of a chapter or 
chapters of the Association for a period of not less than three (3) years  (Article 
V (2)) immediately preceding the annual election of such officers; and, 

 
B. The candidate must either (1) have served for a minimum of one year as an 

elected officer of a chapter of the Association, or (2) have served a 
minimum of one year as chair or vice chair of one of the committees of the 
association. 

 
C. Personal characteristics of candidates should be considered under qualifications, 

which shall include: depth of dedication for the Aims and Purposes and Code of Ethics 
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of the Association; the extent of demonstrated professional leadership at the local, 
regional, and international levels; and the record of constructive service rendered to 
the advancement of the Association and right-of-way profession. 

 
D. All candidates for any of the elective offices of the International Executive 

Committee must have the SR/WA designation. 
 
Each recommendation, together with a resume of the experience and qualifications of the person(s) 
meeting the minimum qualifications, must be forwarded to the Chair electronically and received no 
later than the first business day in December of the preceding year in which the election is to be held. 
 
A member, chapter, or region may recommend that such person be nominated for more than one such 
office. If a person is recommended for more than one office said person shall be contacted by the Chair 
of the INEC and asked which office he/she prefers to be listed as a potential nominee and such person 
shall be publicized as a potential nominee for said office only. The nominating committee may not 
nominate such person for more than one office. 
 
A candidate who is recommended for more than one such office shall be designated appropriately with 
the general statement indicating that fact. A person recommended for a certain office may be endorsed 
for any other office except as otherwise indicated. 
 
 
Formal Qualifications Report: 
At the time and place set for the annual election, the INEC Chair shall formally submit the names of 
those who meet the minimum qualifications for each international office. 
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ANNUAL AWARDS 
INEC MINIMUM STANDARDS FOR AWARDS NOMINATIONS 

 
Frank C. Balfour Award 
 

1. Member in good standing. 
2. Must be endorsed by Chapter President or other chapter officer if Nominee is the president. 
3. Cannot be a previous winner of the award. 
4. Must have served as either as senior officer of the Association or served as officer of the 

Chapter. 
 
* Newsletter of the Year 
 

1. Must be published at least 3 times a year. 
2. Must contain at least 60% original content and communicate chapter, regional and 

international activities and events. 
3. Must be at least four pages in length. 
4. Cannot be nominated if Chapter Newsletter has won the award in the last 3 preceding years. 
 

 
SARPA SCHOLARSHIP SPONSORED by the RWIEF 
 

1. Must be a full time student at a university or a high school student accepted as a full time student 
in a university. 

2. Must be an IRWA member or family member of an IRWA member 
3. Must be in a field of study related to the right of way profession 
4. Must have a GPA of 3.0 or higher 
5. All transcripts must be submitted 
6. Must be 25 years of age or younger 
7. Cannot be a previous winner in the last 3 preceding years. 

 
EMPLOYER OF THE YEAR AWARD 
 

1. The nominated company must be a supporter of the IRWA 
2. Must actively support their local chapter. 
3. Cannot be nominated if they have won the award in the last 3 preceding years. 

 
* CHAPTER OF THE YEAR AWARD 
 

1. Chapter goals must support the IRWA strategic plans. 
2. Positive increase in membership. 
3. Hosted at least 1 IRWA Courses during the past year. 
4. Must have at least 4 chapter and board meetings a year. 
5. Cannot be nominated if the Chapter has won the award in the last 3 preceding years. 

 
* All Finalist for Chapter Awards must be in compliance per IRS Regulations confirm with Fred Nasri, CFO prior to 
notifying chapters. 
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* WEBSITE OF THE YEAR AWARD 
 

1. Website is user friendly. 
2. Website clearly identifies the Chapter and IRWA. 
3. Website content is relevant to the potential users and is updated and maintained. 

* All Finalist for Chapter Awards must be in compliance per IRS Regulations confirm with Fred Nasri, CFO prior to notifying 
chapters. 
 
YOUNG PROFESSIONAL OF THE YEAR AWARD 
 

1. Submission is supported with letter of recommendation and/or other nomination documents 
2. Candidate has participated at the Chapter, Regional and/or International level. 

 
HOWARD ARMSTRONG INSTRUCTOR OF THE YEAR AWARD 
 
This award is to be presented to an outstanding instructor as nominated by peers or students. A letter 
of nomination by any member recognizing outstanding skills and contributions to IRWA Education, 
along with an application form filled out by the nominee is required. This application must include a 
100 word or less statement by the nominee of how they give back to the Association. 
 
Nominations are to be submitted to INEC Chair via email on or before the first business day of 
February.  Email receipt will be sent on all nominations to verify delivery. 
 
FRANK C. BALFOUR AWARD 
 
The INEC shall solicit and receive nominations for the Frank C. Balfour Award. 
 
To qualify as a nominee you must be: a) a member in good standing of the International Right of Way 
Association, b) you must have made outstanding contributions to the activities of the Association. 
Members of the International Executive Committee, Advisory Council, International Nominations and 
Elections Committee, and International Headquarters staff are not eligible. 
 
The deadline for submission of the completed documentation is the first business day in February 
verified by the date electronically received. No nomination received after the deadline date shall 
be considered by the INEC. The INEC shall report its findings and make its recommendations to 
the International Executive Committee within thirty days (30) after the spring meeting. 
 
All Balfour candidate forms are rated by the INEC Committee Members. Duplication or omissions 
within the form will not be given credit. It is the signing Chapter and applicant’s responsibility to verify 
that all information is correct and complete. The totals are tabulated before the Spring Meeting and 
forwarded to the Chair and Vice-Chair of INEC. They will be discussed in depth at the meeting. The 
INEC Chair and Vice Chair do the final tabulation at this meeting. 
 
Up to six candidates may be identified as finalists. The INEC Regional Representative will notify 
the finalists in their Region. The name of the Award Winner will not be made public until the 
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Annual Conference, but will be provided to the International Chief Executive Officer only for 
preparation of awards material. 
 

All finalists will receive a letter of congratulations from the INEC Chair and an engraved plaque that 
shall be presented at the Annual International Education Conference opening ceremonies. 
Additionally, the Balfour Award recipient receives another plaque at the Annual Conference Awards 
Luncheon. A $1,000 contribution is sent to the University of Santa Clara scholarship fund in 
memory of Frank C. Balfour. The Right of Way International Education Foundation Award provides 
the funds and materials for the awards. 
 
 
FORM COMPLETIONS 
 
Instructions for Completing the Nomination Form for Frank C. Balfour Award 
 
The Regional Chair, Regional Vice-Chair, Chapter President, Chapter Nominations & Awards 
Committee Chair, or other designated or appointed Chapter or Regional representative will 
complete the cover page of the Nomination Form, and ask the Nominee to review the form content 
for accuracy and completeness before signing. The Chapter President or representative must print 
their name and position under their signature. 
 
The Chapter President or designee, on behalf of the Chapter, must prepare a general letter relative to 
the nomination. If the Chapter President is also the nominee, another chapter officer must prepare 
the letter. If the Chapter appoints a designee, a letter from the chapter must accompany the 
submission stating such. 
 
The Chapter President, Nominations & Awards Committee Chair, or other designated or appointed 
Chapter representative will submit an electronic version of the completed nomination packet, 
including the nomination letter and the executed copy of the Nomination form to the INEC Chair, at 
the email address displayed in Right- of-Way Magazine. 
 
The deadline for submission of the completed documentation is the first business day in February 
verified by the electronic version post date. Nominations received after the deadline date shall not 
be considered by the INEC. The award is presented at the annual Education Conference in June. 
 
Activities of the nominee for the last consecutive five-year period, ending December 31 of the 
preceding year, are to be noted on Sections I through IV of the nomination form.  Activities prior to 
the five year period are to be noted on Section V.  If it is necessary to use additional space for the 
data, please attach one page and identify the information by Section Number to ensure proper 
credit. 
 
Provide concise information in order for the INEC to properly review the nomination. 
DO NOT REPEAT INFORMATION. The nominee will only receive points for the information once. 
Read the form carefully as each section is clearly identified and only duties relating to that section 
should be noted. 
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For additional information, please refer to your November/December issue of the Right of Way 
Magazine or find the form at irwaonline.org 
 
For those who reproduce the form, PLEASE reproduce everything, including the score sheet. 
PLEASE BE SURE TO USE THE MOST CURRENT FORM FROM THE IRWA WEBSITE. 

 
  



 

 

16  

NEWSLETTER OF THE YEAR AWARD 
 
Awards for journalistic endeavor will be granted to the Chapter Newsletters that exhibit exemplary 
qualities in their communication of Chapter, Regional and International news from January 1 through 
December 31 annually. 
 
The INEC shall solicit and receive nominations from the Association Chapters and Chapter affiliates 
for the Newsletter of the Year Award: 
 
Deadline for submitting newsletter shall be the 1st business day in February as verified by received 
date of electronic version.  Nominations received after the deadline date shall not be considered by 
the INEC. 
 
The committee of judges will consist of the ARVC and two Regional Representatives. The INEC Chair 
and ARVC will report the winning newsletter. 

 
The finalist newsletters are reported to the INEC at its annual spring meeting. 
 
It is the responsibility of the INEC ARVC (or as assigned to the Region Representative) to notify each 
FINALIST as well as each non-winner. The INEC ARVC will send letters to each applicant. INEC ARVC will 
verify that the appropriate award is prepared for presentation at the annual IRWA Conference. The 
winner will be announced at the annual Conference. 
 
Newsletter of the Year Award Competition Rules 
 
Competition year is January 1 through December 31. 
 
Submit in electronic form postdated on or before the first business day of February in the following 
year. 
 
Awards for journalistic endeavor will be granted to the chapter newsletter that exhibits exemplary 
qualities in their communication of chapter, regional and international news. The INEC will encourage 
all Chapters are urged to participate.  
 
The newsletters are judged on a 100 point criteria, covering the following: 
 

I. NEWSLETTER IDENTITY 
A. Purpose 

To establish an overall chapter identity, easily recognizable by the member, 
who wants to read it and looks forward to receiving it. 

 
1. Identity 

Is the newsletter readily recognizable as being associated with your chapter 
and as part of IRWA? 

2. Style 
Does the newsletter attract the reader’s attention?  Would your member glance at it right 
away, or put it aside until all other mail has been read? 
3. Overall Appearance 
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Does the newsletter look like a unified whole with some thought given 
to the layout of the articles and graphics, or is it a hodgepodge of 
secretary’s minutes, course offerings, and other tidbits that look like an 
elementary cut-and-paste job? 

 
II. EDITORIAL CONSISTENCY 

 
A. Purpose 

To reward good editing, regardless of Chapter funds. Graphic appeal is not 
considered here. 

 
1. Interesting/Entertaining 

Does it hold the reader’s interest to the end? After reading the newsletter, will the 
reader feel that it has been time well spent? 

 
2. Writing/Editing Consistency 

 Does the writing and editing consider its target audience? Does the choice of 
words recognize their intelligence and general knowledge of the right-of-way 
profession, but not so technical as to be understood only by people in a narrow 
specialty? Is the writing/editing style consistent throughout all the year’s issues? Is 
the content similar throughout the year, or do some newsletters contain much more 
information while others are merely a flyer announcing the next meeting? 

 
III. CONTENT 

A. Purpose 
To provide information. 

 
1. Overall Content 

Is there a good balance between different kinds of information, or is the issue devoted 
essentially to one topic? 

 
2. Inform Members of Chapter Activities 

Does the newsletter include reports of recent activities and announcements of 
upcoming events? 

 
3. Courses and Job Openings 

Are courses announced far enough in advance that members can make the necessary 
arrangements to attend?  Do job announcements give enough time to submit a 

well-prepared resume or application? If no one has listed any job offerings, is the 
IRWA job hotline mentioned? 

 
4. International Association and Regional News 

Is the member kept informed of what’s going on at International Headquarters and on 
International Committees? Are items from the Chapter Leaders newsletter included? Are 
Regional forums and Conferences announced and reported on? 

 
5. Right of Way Concerns for That Geographical Area 

Are there articles dealing with right of way projects in the area? Is there any mention of 
pending legislation, which would affect the right of way profession? Are there reports of 
unusual right of way problems and/or unusual solutions? 
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6. Total Chapter Participation 

Are all Chapter committees publicized more or less evenly over the year (not necessarily 
in every issue)?  Do several members write articles, or does the editor write everything? 

 
 

IV. . GRAPHIC DESIGN 
A. Purpose 

To reward those who lay out their newsletter well. 
 

1. Readability 
Is the newsletter easy to read, with an appropriate type size and font (style)?  

Is there good use of white space? 
 
2. Image Enhancement 

Does the newsletter look professional or unpolished?  Does it look like the publication 
of a professional organization, or the calendar for the local club? 

 
3. Proper Use of Photos 

Do the photos help tell the story or do they just fill up empty spaces? Are 
the photos clear and the captions legible and understandable to someone who 
wasn’t there? 

 
 
4. General Graphics Selection 

Do the graphics add to or detract from the newsletter?  Consider masthead, 
borders, IRWA and chapter logos, cartoons, and miscellaneous graphics 
appropriate to the season. 

 
 
The committee of judges will consist of the ARVC Vice-Chair of the INEC who will act as the chair of the 
panel. The panel will include two other INEC members to be selected by the Vice-Chair. 
 
To be considered, it is important to note that your submission must include a minimum of three and 
no more than six different newsletters that were published between January 1 and December 31. 
The deadline for submitting newsletters is the First business day in February verified by the 
electronic date stamp. 
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Website of the Year Award Competition Rules 

 
Submit via email to INEC ARVC on or before the first business day of February. Submittal is to be via 
letter of nomination including Chapter or Region represented by the website; website address, 
webmaster name and contact information and contact information for the nominator.  All 
nominations will be notified via email of the receipt of nomination. 
 
Awards for website design and content will be granted to the chapter/regional webmaster that exhibits 
exemplary qualities in their portrayal of chapter, regional and international information. 
 
All Chapters are urged to participate. 
 
Rating criteria: 
 
The websites are judged on the following: 
 

I. WEBSITE IDENTITY  
The website should be a one stop shop for all of the chapter, region and international 

activities. To establish an overall chapter identity that is consistent with the Chapter’s 
newsletter, and is easily recognizable by the member, who wants to read it and looks 
forward to viewing it. 

 
1. Identity: Is the newsletter readily recognizable as being associated with your chapter 

and as part of IRWA? Is the IRWA logo and chapter identity prominently displayed on 
your homepage. 

2. Style:  Does the homepage attract the user’s attention? Would your member want to 
explore the site because it is pleasing? Can the user easily locate the news section, the 
region and international areas of the website? 

 
II. WEBSITE CONTENT  

 
A website must not only be rich in graphic design but its content should also include services, 
products, audio, video, animation and other information, links and tools on a site. The chapter 
websites that present material in an appealing and engaging way and show clear relevance to 
their member audience will encourage the user to come back to their website again and again. 
Are the website contents well written and marked by attention to detail with minimal grammatical 
and spelling errors? 

 
Does the site contain: 
• A list of Chapter executives with their contact information 
• Chapter committee members 
• Region Chair, Vice-Chair and committee members 
• Current and past newsletters 
• Pictures of chapter meetings, events 
• Recognition of past members; current members that are in the news 
• Chapter minutes, by-laws, chapter objectives 
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• Articles that are right-of-way related and current 
 

III. WEBSITE FEATURE FUNCTIONALITY 
 

The links, code, scripts, forms and pages must all work well on a website for the user to enjoy 
maneuvering around the site. 

 
• Do the website’s links all work properly 
• Do the website pages load quickly 
• Do the forms open properly and do they line up accurately 
• Can you load the forms into another program for editing (like Word) 
• Does the screen freeze or is it smooth in transitioning between screens 
• Are there add-ons such as calculators and do they function properly 
• Do all extras such as videos, animation and audio work properly 

 
IV. . WEBSITE USABILITY  
 

The features and functionality provide the user with the necessary tools to accomplish tasks 
whether it’s to look up the latest chapter news or to research information for an upcoming 
negotiation. Usability is defined as the way this design assists the user in finding key information 
and accomplishing intended tasks. Are the features intuitive, in other words can you easily figure 
out where to browse around in the website to find the information? 

 
More specifically: 

• Is the site forgiving of user mistakes (does the site kick you out or let you re-enter data rather 
than give error messages) 

• Does the site have consistent use of navigation elements 
• Are there clear and easy to find hierarchies of information and contents 
• Are the links clearly defined 
• Is the site easy on the eyes, that is: a lack of clutter 
• Is the site easy to maneuver and impossible to get lost in 
• Can you always get back to the home page from cascading screens 
• Can you get to main pages without using the back button 

 
SUBMIT WEBSITE NOMINATION TO THE INTERNATIONAL NOMINATIONS AND ELECTIONS COMMITTEE 
ARVC VIA EMAIL. 
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SARPA SCHOLARSHIP SPONSORED by the RWIEF 

The International Right of Way Association entered into an agreement in 1991 with the State 
Association of Real Property Agents (SARPA) whereby SARPA granted the International Right of Way 
Association a certain sum of money to be held as principal in the “SARPA Scholarship Trust”, the 
interest from which may be distributed annually by the International Right-of-Way Association as 
administered by the INEC. The intent of the SARPA Scholarship is to cultivate career interest in the 
right of way profession of our youth. 
 
The SARPA Scholarship may be awarded annually to an eligible applicant or applicants who are 
majoring in a course of studies related to the right of way profession and/or public works 
administration. Eligible majors include, but are not limited to, real estate, surveying, civil 
engineering, law, property management, environmental science, business and public 
administration. 
 
The amount of the scholarship, which may vary from year to year, shall represent the annual amount 
of money earned as interest from the initial SARPA Scholarship Trust deposit, plus any additional 
principal contributions to the trust fund. 
 
The INEC will award the SARPA Scholarship based on the following minimum criteria: 
 
1. Applicants must be enrolled as full-time undergraduates or postgraduates in an accredited four-

year college or university, or in an accredited two or three-year junior college. 
2. Applicants shall be majoring in a course of studies related to the right of way and/or public works 

ad- ministration areas (e.g., real estate, surveying, engineering, law, property management, public 
works administration, environmental science, business or public administration, etc.). 

3. Applicants shall be a member or family member of a current member of the International Right of 
Way Association who are in good standing, (The term “family member” shall include the spouse, 
son, daughter, stepson, stepdaughter, grandchildren or great-grandchildren.) 

4. The applicant shall submit transcripts, course credit information, etc. and shall complete a written 
essay on his or her plans and goals in the right-of-way field. 

5. The applicant shall maintain a minimum grade point average of 3.0 to qualify. 
6. The applicant must submit a written bio with the application. 
7. Applicant shall be 25 years of age or younger based upon the 1st business day in February. 
8. The applicant shall make application using the most recent scholarship form found on the IRWA 

website. The form shall be endorsed and forwarded by the chapter.  The nomination form must 
be forwarded to the INEC Chair on or before the 1st business day in February by an electronic 
version, verified by electronic date. Submissions received after the deadline date will not be 
considered.  All submissions will receive an email receipt by INEC. 

9. Please note that the submittal of an application gives the INEC consent to utilize the written bio as 
promotional material if that applicant is selected as the recipient of the award. 

10. The successful applicant shall advise the INEC of the name of the institution to which the 
scholarship shall be payable. This demonstrates that the scholarship was used precisely in the 
manner intended by the SARPA grant. 

 
The award is presented at the Annual Conference Awards Luncheon. 
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Employer of the Year Awards 

 
The INEC shall solicit and receive nominations for the Employer of the Year Awards.  The 
awards are as follows: 
 

1. Employers with more than 20 Right of Way Staff 
2. Employers with 20 or less Right of Way Staff 
3. Government Employer 

 
All nominations shall be forwarded to the INEC Chair on or before the first business day in 
February, verified by electronic date.  Nominations received after the deadline date shall not 
be considered. All nominations will receive an email receipt from INEC. 
 
A nominee for this award must be an active supporter of its employees as members of the 
IRWA and will have demonstrated strong employee support and commitment at the 
Chapter, Region and International levels of the Association in terms of participation, 
financing, time allowance, facilities, services, etc. 
 
The INEC shall select the winner of this award at its annual spring meeting.  Finalists in each 
category will be notified. 
 
The INEC shall report its findings and make its recommendations to the International 
Executive Committee within thirty days (30) after their meeting. 
 
The award is presented at the Annual Conference Awards Luncheon. 
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Chapter of the Year Award 
 
 
 
The Chapter of the Year Award honors chapters whose goals and accomplishments focus on the 
Strategic Plan of the IRWA. These objectives are: 

• Membership 
• Professional Development 
• Education 
• Overall health of the local chapter defined as: meetings, goals, innovative 

ideas/recommendations 
• Chapters who submit candidates to the INEC for International Award consideration. These 

awards are: Balfour Award, Employer of the Year, Newsletter of the Year and SARPA, CRWEF, 
W. Howard Armstrong Instructor of the Year, Young Professional of the Year, and  Website of 
the Year award. 

The INEC shall solicit and receive nominations from Association Chapters and Chapter  

Chapters seeking the Chapter of the Year Award should prepare and submit the most recent 
application (found on the IRWA website).The completed application shall be submitted, in 
electronic form, to the INEC Chair. All nominations will receive an email receipt of the application. 
Nominations received after the deadline date will not be considered. The winner in each category 
will receive an award of $500.00 and a plaque. The recipient of these awards will be announced 
at the “Annual Awards Luncheon” during the IRWA’s Annual International Education Conference.  
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Young Professional of the Year Award 
 
 
 
This Award is a plaque and a conference registration for the subsequent year’s International education 
conference. 
 
See website for application form 

 

INEC Member Calendar of Events 

 
 
 
Each Month from September to March Inclusive 
 
1. Attend Chapter and Region Meeting to report on events. Congratulate anyone from your various 

chapters that was nominated for awards at the first meetings following the June International 
Education Conference. 

2. When attending various meetings, inform them of all the awards they can apply for and 
encourage any outstanding members to run for the Executive. 

3. To inform members to watch the Newsletter or go online for the information regarding awards. 
4. Educate members about leadership opportunities, training, succession planning and 

mentor/protégé opportunities.  
5. If you are unable to attend meetings, send a written report. 

 
September to January 
 
1. Attend Chapter and Region Meeting to report on events. Congratulate anyone from your various 

chapters that was nominated for awards at the first meetings following the June International 
Education Conference. 

2. If you know of anyone running for IEC, advise the Chair immediately to ensure that cut off  
dates for the magazine are passed along with any other necessary information. November 1 is cut 
off date for January/February magazine. 

3. Review your manual submitting any recommended changes or updates to the Chair and Vice-Chair 
by October 1. 

4. Review all the awards and forms to see if there are improvements required or there is an 
opportunity for a new award. Make recommendations to the Chair and Vice Chair by Oct 1. 

5. Read November/December magazine and make all Chapter Presidents aware of the article either 
by phoning them or sending them a copy. 

6. Read January/February magazine for all nominees for IEC and be sure to start the process of 
gathering information on their strengths and weaknesses for discussion at our spring 
meeting. 

 
February to March 
 
1. Forward any applications you receive prior to the first business day in February to the Chair who 

will distribute to all members of your committee. 
2. Review all nominations and complete your scoring. 
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3. Forward your marks for each award to the Chair and ARVC prior to the April meeting. 
 

April to May 
 

1. Prepare for attendance at INEC meeting 
2. Immediately following the spring meeting prepare a written report for Chapter and Region meeting 

outlining the highlights of the INEC meeting 
3. Contact award finalists in your region to inform them of their finalist status and also contact non 

finalists to let them know their status and encourage them to try again next year. 
4. Submit your expense claim to INEC Chair within 15 days of the spring meeting 
5. Confirm with INEC Chair and Vice Chair you are attending the June conference by June 1. If you are 

unable to attend, please advise the name of the person who will be taking your place to carry out 
your duties at the conference. 

June 
 
1. Attend International Education Conference 
2. Attend INEC committee meeting on Sunday as well as Region Caucus on Sunday. Obtain signatures 

for registration books. 
3. Make yourself aware of who the award winners/or their representatives are from your region. 
4. Attend Luncheon Awards and ensure the award finalists in your region are seated at tables at the 

front of the room. 
5. Have all voting members in your region sign the registration book before Tuesday at noon and return 

the books to the INEC Chair or Vice Chair.  
6. Attend Board of Directors (BOD) meeting on Wednesday. Approximately one hour prior to the BOD 

meeting you or your representative should be at the registration desk outside the meeting room to 
provide your voting members with their electronic voting devices. Your attendance is required at the 
BOD meeting to aid in any voting process that may be required.   

 
 

DUTIES OF REGIONAL REPRESENTATIVE 
 
It is your duty as an INEC Regional Representative to determine who are the members in your 
region and the Association who would excel as an International Officer. Talk to them about the 
possibility of running for international office. Talk to others about who they think would be good; 
suggest those people, and talk to potential candidates. In general, raise awareness, get people 
thinking and get people involved. This process starts immediately and is ongoing through your 
term. 
 
At the spring INEC meeting, each Regional Representative should be prepared to openly discuss 
and listen to both positive and negative traits and qualifications of each nominee. It is important 
that you present any pertinent information you have about the candidate. The Chair will review 
any information sheets that have been received. It is important to discuss the entire IEC as it 
relates to the strength and position of each officer and candidate. The specific content of these 
discussions remains confidential; however, information of a general nature may be related to 
others. 
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The decision reached at the conclusion of these discussions becomes the position of the committee 
as dictated by the by-laws. 
 
It is also your duty to educate members about leadership opportunities, training, succession planning, 
mentor/protégé opportunities and other leadership tools and programs. 

 
It is your duty to solicit nominations for all the awards at each chapter and region meeting. 

 
Each INEC Regional Representative will rate each nomination for each award and forward their final 
points to the Chair and ARVC prior to the April meeting. 
 
FRANK BALFOUR AWARD 
For the Frank Balfour Award, the rating is most commonly completed by taking each candidate’s 
form as submitted and assigning points to each box by dividing the total points for each section by 
the number of information boxes.  Rate according to how active the person has been. Make every 
attempt to be consistent in your rating – doing the ratings twice will help. Only give points for 
information once; if the information is repeated on another sheet, do not give it any weight. 
Questions about accuracy when the candidate filled in the form will be discussed at the Spring 
INEC meeting, so that all can have the benefit of hearing the questions and having input. 
 
If necessary, INEC members may re-rate any forms deemed necessary as a result of new information 
received at this meeting. The Chair and Vice Chair do the final tally together. 

 
Each Regional Representative will advise the finalists in their respective regions after the Chair 
advises it is appropriate. 
 
NEWSLETTER AWARD 
Two Regional Representatives will be appointed by the INEC ARVC to assist in grading newsletters 
submitted for the Newsletter of the Year Award. These Regional Representatives will score all the 
submitted newsletters and transmit the points to the Vice Chair. The Vice-Chair does a tally and resolves 
questions if there are any. The finalists are announced at the INEC Spring meeting. 
 
Each Regional Representative will advise the newsletter finalists in their respective regions. 
 
WEBSITE AWARD 
Two Regional Representatives will be appointed by the INEC ARVC to assist in grading websites 
submitted for the Website of the Year Award. These Regional Representatives will score all the submitted 
websites and transmit the points to the Vice Chair. The Vice-Chair does a tally and resolves questions if 
there are any. The finalists are announced at the INEC Spring meeting. 
 
Each Regional Representative will advise the website finalists in their respective regions 
 
SCHOLARSHIP AWARD 
Each INEC Regional Representative will review and grade all applications for the State Association of 
Real Property Agents Scholarship (SARPA Scholarship). Each representative should forward their points 
and comments to the Chair and ARVC prior to the Spring Meeting. Each Regional Representative should 
come to the spring meeting ready to discuss the applications and award an applicant with these 
scholarships. 
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CHAPTER OF THE YEAR AWARD 
Each INEC Regional Representative will review and grade all applications for the Chapter of the Year 
Award. Each representative should forward their points and comments to the Chair and ARVC prior to 
the Spring Meeting.  You should come to the spring meeting ready to discuss the nominations and select 
the nominees for this award. 
 
EMPLOYER AWARD 
Employer of the Year Awards will be reviewed and graded in advance of the spring meeting. You should 
forward your points and comments to the Chair and ARVC. You should come to the spring meeting ready 
to discuss the nominations and select the nominees for this award. 
 
INSTRUCTOR OF THE YEAR AWARD 
Instructor of the Year Awards will be reviewed and graded in advance of the Spring meeting. You 
should forward your points and comments to the Chair and ARVC. You should come to the spring 
meeting ready to discuss the nominations and select the nominees for this award 
 
YOUNG PROFFESIONAL OF THE YEAR AWARD 
Young Professional of the Year Awards will be reviewed and graded in advance of the Spring 
meeting. You should forward your points and comments to the Chair and ARVC. You should come to 
the spring meeting ready to discuss the nominations and select the nominees for this award 
 
 
 
 
Each Regional Representative is funded to attend the spring INEC meeting, which is usually held in 
April. Funded items will include your travel, two nights’ hotel, and meals. You will receive 
reimbursement only after filling out the required IRWA Business Travel Expense Statement found on 
the IRWA website under forms, and submitting it together with originals of all receipts, to your 
committee chair. 
 
At the Spring INEC meeting you will complete the following tasks: 
 
1. Review IEC candidates and propose a slate of IEC officers for the coming year. 
2. Review the Frank C. Balfour Award candidates and may select up to six finalists. 
3. Review the Newsletter of the Year Award presented by the assigned subcommittee. 
4. Review the applications for, and select a recipient of the SARPA. 
5. Review the nominations for, and select recipients of the Employer of the Year Award in each 

category. 
6. Review the nominations for, and select recipients of the Chapter of the Year Award. 
7. Review the nominations for and select the recipients of the Young Professional of the Year Award. 
8. Assist the Chair with special assignments. 

 
If you are unable to attend the IRWA Annual Education Conference, it is imperative that each Regional 
Representative inform the Chair and Vice-Chair if they cannot attend the Annual Education Conference. 
If you cannot attend, you are to provide the name of the person who will be carrying out your 
responsibilities at the Caucus Meeting on Sunday afternoon, Luncheon Awards on Monday afternoon 
and the Board of Directors meeting on Wednesday afternoon to the INEC Chair. This must be done on 
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or before June 1. Only the Chair and Vice Chairs are funded to attend the Conference due to their 
responsibilities in the presentation of awards to be given at the Conference. 
 
There will be an INEC Committee meeting on Sunday or on the day prior to the beginning of the 
conference, which you are required to attend. You will be notified of the time and place. 
 
INEC Chair will provide you with Registration Books for the Directors. You will then attend your 
respective Region Caucus meeting on Sunday afternoon and conduct the preliminary registration of 
Directors and alternate Directors.  Directors whose names are already printed in the book may simply 
sign in. Alternate Directors may cross out the name of the Director they are replacing, print their 
name on the alternate line and sign in, if they have provided evidence of the resignation of the 
Director whose place they are taking and their election, as a replacement by the chapter (Board of 
Directors’ Credentials Certification Form).  Please ensure your Region Chair is advised of the status of 
registration for the Directors in his/her Region. If you do not get all the required signatures at this 
meeting, advise everyone at the Regional meeting that you will be available until noon on Tuesday 
to obtain the remaining signatures. You will then return the Board of Directors Registration Books and 
any Directors forms indicating resignation of the Director and election of a new Director to the INEC 
Chair or Vice-Chair before noon on Tuesday. 
 
On Wednesday one hour prior to the Board of Directors Meeting, you will help staff a registration table 
outside the entrance to the meeting room. The International Board of Directors Registration Books 
used for preliminary registration at the Sunday Region Caucuses will be provided at the registration 
table. The Director has previously signed in during your preliminary registration so all he/she has to 
do is initial his/her attendance next to his/her signature and receive a chip or token. 
 
At the Wednesday afternoon Board of Directors meeting, each Regional Representative is 
responsible for dispensing electronic voting mechanisms and/or collecting ballots from the voting 
directors of their region. If an INEC member is also a voting director, he or she will be excused from 
the dispensing and collecting ballots and will have their representative take their place at the INEC 
table.  
 
By agreeing to serve on the INEC, you agree to make the commitment to attend your regional forum 
meetings and chapter meetings, where possible and economical. This is your opportunity to 
represent the INEC to solicit and encourage members to apply for the many awards and positions. Be 
prepared to answer questions. If you are unable to attend, you have a responsibility to provide 
current nomination and award forms and communicate the deadlines associated with each office and 
award at the Fall Regional Forum Meeting. If INEC has met prior to the Spring Regional Forum 
Meeting, a written report should be provided to the meeting even if you are able to attend. 
 
Each INEC Regional Representative is expected to make the commitment to attend any IEC meeting 
that is held in their region. 
 
Forward your expense accounts to the Chair for approval within two weeks of meeting. Expense 
claims must be received by International Headquarters within 60 days of the expense. The 
Association requires original receipts for any expense associated with airfare, hotel, meals and 
local travel charges. 



 

 

29  

DUTIES OF VICE-CHAIR 
 
It is the duty as INEC Vice Chair to think of people in your region and the association who would be 
good international officer candidates. Talk to them about the possibility of running for international 
office. Talk to others in your region and association about who they think would be good; suggest 
those people, and talk to potential candidates. In general, raise awareness, get people thinking. 
 
As INEC Vice Chair you will maintain and update the INEC manual between July and March ensuring 
the members have the most updated version of the manual the Spring Meeting. Any changes and 
additions should also be forwarded to the Chief Executive Officer and the IEC liaison at this time. 
 
At the spring meeting the Vice-Chair should be prepared to discuss the proposed candidates for 
international office - relate input you’ve had from others about the candidates and your experiences. 
Be prepared to offer and listen to both positive and negative traits and qualifications of the candidates, 
review any information sheets, discuss the strength of the entire IEC as it relates to the strength and 
position of each officer and candidate. 
 
The Vice-Chair acting as a Regional Representative will rate all Award forms and transmit all scores to 
the INEC Chair as directed. Please refer to “Duties of Regional Representative” for more details. 
The LDVC has a voice but no vote in the award winner selection process. 

 
The INEC ARVC is responsible to perform all duties necessary in the scoring and presentation of the 
Newsletter of the Year Award. A list of these duties is as follows: 
 
• Communicate with all Chapter Newsletter Editors soliciting newsletters to be submitted before 

the 1st business day in February. 
• Establish your committee by soliciting two members to review and score the newsletters. 
• All newsletters will be received by the Vice-Chair, who will forward them to the appointed 

Regional Representatives for review and scoring, requesting their results prior to the Spring 
Meeting. 

• The Vice-Chair will tally newsletter scores and meet with the Chair to review the final scores prior 
to the announcement of the finalists at the INEC Spring meeting. (The order of finish is to be kept 
confidential). Immediately following the Spring INEC meeting the Vice Chair shall notify the 
finalists in writing advising them of their success or congratulating them for their applications. 

• Immediately following the Spring INEC meeting either the Chair or Vice Chair will be responsible 
to notify the International Chief Executive Officer of the finalists and the order of their finish. 
This is necessary so that the awards can be prepared. 

• It is the responsibility of the Vice Chair to present the Newsletter of the Year Awards to the finalists 
at the annual IRWA Conference at the Awards luncheon. 
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At the Spring INEC meeting you will complete the following tasks: 
 
• Review IEC candidates and propose a slate of IEC officers for the coming year. 
• Review the Frank C. Balfour Award candidates. 
• Present a review of the Newsletter of the year Award. 
• Tally the newsletter scores and announce the finalists. 
• Present a review of the Website of the year Award. 
• Tally the website scores and announce the finalists 
• Review the applications and select a recipient of the SARPA Scholarship Sponsored by 

the RWIEF ). 
• Review the nominations and select recipients of the Employer of the year Awards. 
• Review the nominations and select recipients of the Chapter of the Year Awards 
• Review the nominations and select recipients of the Young Professional of the Year Award 
• Review Position Descriptions and ensure they are updated on the IRWA website 
• Provide oversight for the Leadership Institute and Mentor programs 
• Develop and manage the Succession Planning process 
• Assist the Chair with special assignments. 
• Assist the Chair with conducting the spring meeting. 
• Assume the duties of the Chair in his/her absences. 
 
The INEC Vice Chairs are funded to attend the IRWA annual Conference held in June and the Spring 
meeting, which is held in April of each year. The Vice Chairs are expected to be at the Conference in 
order to meet the new committee members, to present award and to assist with the credentials and 
election process at the business meeting. The Vice Chair will assist the Chair in the dispensing, collecting 
and counting of ballots. 
 
Other duties and responsibilities of the Vice-Chairs are detailed under your responsibilities as a 
Regional Member. 
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DUTIES OF CHAIR 
 
The Chair shall preside at all meetings of the INEC. 
 
The Chair shall gather all items of business to be brought before the committee and shall 
provide a written agenda to each member of the INEC prior to the spring meeting and meeting 
at the International Education Conference. 
 
The Chair shall contact and inform new and old committee members as directed by the International 
President in order to fill the Regional Representative positions. 
  
The Chair shall prepare and submit an annual operating budget for the INEC to the International 
President-Elect, International Treasurer, and assigned IEC liaison and be responsible for the proper 
expenditure and control of funds allocated to the INEC. This must be done after the Annual 
International Education Conference and before September 1. Changes in the budget as submitted 
must be submitted to the IEC liaison as required. 
 
The Chair shall plan, make arrangements and notify the Regional Representatives of the date, 
location and meeting place for the Spring INEC meeting. Care should be taken in making these 
arrangements so as to hold the meeting in the most economical location possible. 
 
The Chair shall motivate the Regional Representatives to seek out people in the association who 
would be good international officer candidates. 
 
The Chair should be prepared to discuss the proposed candidates for international office - relate input 
you’ve had from others about the candidates and your experiences, be prepared to offer and listen to 
both positive and negative traits and qualifications of the candidates, review the information sheets, 
discuss the strength of the entire IEC as it relates to the strength and position of each officer and 
candidate. 
 
At the spring meeting the Chair will be responsible for presiding over nominating and preparing a slate 
of proposed officers for the coming year. 
 
The Chair shall notify each candidate for international office of whether or not they have been 
nominated to the slate of officers as proposed by the INEC. Each candidate shall be notified 
immediately following the Spring INEC meeting. 
 
A report must be submitted to the International President with a copy to the International 
Secretary/Treasurer containing the names of the persons it proposes to nomination for each office, 
except those of International President, Regional Chairs and Vice-Chairs, not less than 40 days prior to 
the date of the Annual Meeting of the Board of Directors. 
 
The Chair shall present the slate of proposed officers to the Board of Directors at the annual 
International Education Conference. 
 

The Chair will receive all Frank C. Balfour Award forms as they are sent in by the association 
membership. 
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The Chair shall transmit copies of all forms to the Regional Representatives for rating before the spring 
meeting. 
 
Questions about accuracy when the candidate filled in the form are discussed at the Spring INEC 
meeting, so that all can have the benefit of hearing the questions and having input. If necessary, INEC 
members re-rate any forms deemed necessary by the Regional Representatives and after a 
discussion; the Chair and Vice Chair do the final tally together. 
 
The Chair with the concurrence of Vice Chair will tally all scores prior to the Spring INEC meeting 
to find out whom the INEC members see as the finalists, then report and discuss the results at 
the Spring meeting. 
 
Immediately following the Spring INEC meeting the Chair will file a “Notice to Board of Directors” with 
the candidates’ names along with the winner and send it to the International Executive Vice-President 
following the spring Meeting. This is necessary so that the award can be prepared. The Chair shall also 
notify each candidate. 
 
The ARVC will meet with the Chair to review the final scores of the Newsletter of the Year Award prior 
to the announcement of the finalists at the INEC Spring meeting. (The order of finish is to be kept 
confidential) 

 
The INEC Chair shall review all applications for the Chapter of the Year Awards in advance of the spring 
meeting. The Chair shall advise the International President and the International Chief Executive Officer 
of the recipients, immediately following the Spring INEC meeting. 
  
The INEC Chair shall review all applications for the SARPA Scholarship and in advance of the 
spring meeting. The Chair shall advise the International President and the International Chief 
Executive Officer of the recipient, immediately following the Spring INEC meeting. 
 

INEC Chair to notify recipient(s) that he/she has been chosen and request name and address of 
chosen college or university. 

 
The Chair shall also advise as to the RWIEF’s desirability of making the scholarship cheque payable 
directly to the institution of higher education, which the recipient attends thereby demonstrating 
that the particular scholarship was used precisely in the manner intended by the SARPA grant. This 
information is also forward to the Executive Vice-President 
 
The Chair will receive all Employer of the Year nomination forms as Association members send them 
in. Upon receipt, the Chair shall transmit copies of all forms to the Regional Representatives for rating 
as soon after the submission deadline as possible. The chair should receive all grading sheets from the 
Regional Representatives prior to the Spring Meeting. 
 
The Chair will come to the spring meeting ready to lead discussion and select nominees to receive this 
award. 
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The Chair shall advise the International President, International Chief Executive Officer, and the 
immediately following the Spring INEC meeting. 
 
At the Spring INEC meeting the Chair will preside over and complete the following tasks: 
 

• Review IEC candidates and propose a slate of IEC officers for the coming year. 
• Review the Frank C. Balfour Award. 
• Review of the Newsletter of the year Award. Tally the newsletter points with the Vice Chair. 
• Review and award the SARPA Scholarship Sponsored by the RWIEF 
• Review and award the Employer of the Year Awards. 
• Review and award the Chapter of the Year Awards. 
• Review and award the Young Professional of the Year Award. 
• Review all committee expense reimbursement requests and forward them to 

International for disbursement. 
• Ensure representatives are familiar with registration process for Board of Directors. Determine 

which representatives are available for Board of Directors and names of any replacements. 
• Immediately following spring meeting, INEC Chair to telephone the International President and 

report action taken by Committee. INEC Chair to phone each proposed nominee advising him/her 
as to whether or not they have been recommended for office. This is to be confirmed by a letter 
to the International President. 

• Review/conduct any new business including requests for new awards. Delegate special task forces 
for review/research of any item before committee. 

• Contact IRWA Headquarters by June 1 with the names of the Regional Representatives who will be 
attending the Board of Directors meeting, or their alternate delegates. These names will be 
published in the International Board of Directors’ Registration packets. 

• Prior to Annual Conference contact Conference Chair to assist with awards luncheon script. This is 
a layout of who is at head table, and the schedule of presenters and recipients. 

• Chair is responsible for obtaining signatures of IEC and Advisory Council for Board of Directors 
meeting. 

• The Chair will receive nomination forms from members who will be running from the floor of the 
Board of Directors meeting. 

 
The Chair is funded to attend the Spring Meeting held in April and the IRWA annual Conference, which 

is held in June of each year.  
 
At the IRWA Annual Conference the Chair will perform and complete the following duties and tasks: 
• Conduct an INEC Business meeting with both old and incoming members present. 
• Receive Director Registration Books along with any signed proxy forms from the Chief Executive 

Officer along with an adequate supply of blank proxy forms, and a listing of the total number of 
authorized voters/votes possible for the meeting. 

• Present the award for the SARPA Scholarship at the Awards’ Luncheon. 
• Present the CRWEF Scholarship at the Awards Luncheon. 
• Present the awards for the finalists for the Frank C. Balfour Award at Awards’ Luncheon. 
• Present the Frank C. Balfour Award at the Awards Luncheon. 
• Present the Young Professional of the Year Award. 
• Present the award for the Chapter of Year Awards. 
• Chair is responsible for having INEC members attend sign in one hour prior to Annual General 

Meeting. A list of all newly appointed voting members must be made and provided to IEC 
Secretary/Treasurer prior to the meeting. 
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• Present the proposed slate of International Officers at the International Board of Directors 
meeting Wednesday afternoon. 

• Assist the International Secretary/Treasurer with the credentials and election process at the 
business meeting by dispensing, collecting and counting of ballots. 

 
The Chair is expected to make the commitment to attend any IEC meeting that is held in his/her 
region.  
 
The Duties of the Chair at the Annual International Education Conference are: 
 
Sunday:  

 To hold a Committee Meeting. 
 
International Headquarters will provide to the INEC the following items: 
 
1. Director sign in sheets for each Chapter, organized into ten bound Director Registration Books, each 

book containing the sheets for all of the Chapters in each Region. The books shall be clearly labeled 
by Region. The top one-half of each sheet shall contain the printed name of the designated two-
year Director and a signature line for that Director to sign followed by a blank line labeled 
“ALTERNATE” for the printed name of an alternate Director, if any, and a signature line for the 
alternate Director. The bottom half of the sheet shall contain the same information for the one 
year Director. Each chapter sheet shall be tabbed for quick access to any chapter in the region 
book. 

2. The International Executive Committee and Advisory Council sign in sheets shall be placed in two 
separate Registration Books with the cover sheet clearly labeled. Since there are no alternates 
for these votes, only the printed name line and the signature line are needed for each eligible 
position or member. The Advisory Council pages should first follow the IEC page. INEC LDVC 
shall obtain these signatures. 

3. Any updated BOD Credentials Certification Forms received by International Headquarters after the 
Director Registration Books were prepared. 

4. An adequate supply of blank International Board of Directors Credential Certification Forms. 
5. An adequate supply of electronic voting mechanisms or tokens for each authorized member of the 

Board of Directors to enable that member to vote. 
6. An adequate supply of blank written ballot forms. 

 
Sunday/Monday 
 
The INEC Chair provide each Region Representative or alternate with the International Board of 
Directors Registration Books for their Region, so they may take them to their Region Caucus 
meeting. Arrangements are made to have the books returned to the Chair by noon on Tuesday. 
 
 
 
Awards Luncheon 
 
Ensure tables are reserved at the front of the room for the award finalists. 



 

 

35  

Confer with Headquarters to evaluate set up for awards presentation. Review script for awards 
luncheon and awards presentation. INEC Vice-Chairs and Regional Representatives shall be in 
attendance. 
 
Wednesday 
 
The INEC will conduct” sign in” for the actual meeting at a registration table located just outside the 
Board of Directors’ meeting room one hour in advance of the meeting. The INEC Chair will ensure the 
attendance of a representative for each Region. The International Board of Directors Registration Books 
are distributed to the Region reps or alternate to acquire proof of attendance for the Board of 
Directors’ meeting and provide the voting chips for any motions. 

 
It may be appropriate for the International Secretary/Treasurer and/or the International General 
Counsel to be present at the registration in case eligibility rulings are necessary. The INEC Chair will 
turn the completed registration books and completed Board of Directors Credential Certification 
Forms in to the International Secretary along with a final tally of: 
 
1. Number of voting directors 
2. Chapter number and names of alternates or new directors only. 
 
This will not include “corrections” where headquarters has supplied old directors’ names and the 
Chapter President has corrected. 
 
Regional INEC representatives should be familiar with their Chapter Presidents to ensure their 
information is correct.  

 
INEC Chair reads Nominees at Board of Directors meeting. 
 
Should Board of Directors require a vote, the Regional Representatives are sent to their Regional Table 
and collect chips ensuring they collect the same number of blank votes as were handed out. When 
voting is completed, the chips will be returned to each director in exchange for a folded vote. The 
Chair will take votes to INEC table and the Chair along with the Vice Chair will tally the ballots. The 
Chair will then proceed to inform the President of the results. 
 
July August September 
 
Review the website to ensure all winners are acknowledged. 
 
INEC Chair must have the Right of Way Magazine article announcing all awards and deadlines to the 
magazine editor before mid September.  You can refer to the November/December magazine for the 
year prior to review the write up for any changes. 
 
Anyone who is running for IEC will have to have their applications, resumes and photos into 
Headquarters by first business day in November. If you know of anyone who is running, advise them 
of this. 
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INEC REIMBURSEMENT GUIDELINES 
 
The IRWA Travel Reimbursement policy is on the IRWA Website: 
 
1. Click on Membership 
2. Click on “Forms” 
3. Under the Heading of “expense and GST Forms” 
4. Click on Instruction for Business Travel Expense Statement. 
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EXHIBIT A 

 
Please see the Awards section of the IRWA website for a complete and up to date list of the 
IRWA awards and nomination forms. 
. 


	International Nominations, Elections and Awards Committee (“INEC”)
	STRUCTURE OF THE INEC
	Membership
	TERM OF OFFICE
	INEC MEETING
	CONFLICT OF INTEREST
	A current member of the INEC is not eligible for individual awards. PUBLICITY
	The members of the committee can provide forms and guidance on how to complete the forms.
	Qualifications
	Formal Qualifications Report:
	ANNUAL AWARDS
	* Newsletter of the Year
	SARPA SCHOLARSHIP SPONSORED by the RWIEF
	EMPLOYER OF THE YEAR AWARD
	* CHAPTER OF THE YEAR AWARD
	* WEBSITE OF THE YEAR AWARD
	YOUNG PROFESSIONAL OF THE YEAR AWARD
	1. Submission is supported with letter of recommendation and/or other nomination documents
	2. Candidate has participated at the Chapter, Regional and/or International level.
	HOWARD ARMSTRONG INSTRUCTOR OF THE YEAR AWARD
	FRANK C. BALFOUR AWARD
	PLEASE BE SURE TO USE THE MOST CURRENT FORM FROM THE IRWA WEBSITE.
	Newsletter of the Year Award Competition Rules
	Rating criteria:

	SARPA SCHOLARSHIP SPONSORED by the RWIEF
	Chapter of the Year Award
	Young Professional of the Year Award
	INEC Member Calendar of Events
	DUTIES OF REGIONAL REPRESENTATIVE
	FRANK BALFOUR AWARD
	NEWSLETTER AWARD
	WEBSITE AWARD
	SCHOLARSHIP AWARD
	CHAPTER OF THE YEAR AWARD
	EMPLOYER AWARD
	INSTRUCTOR OF THE YEAR AWARD
	Forward your expense accounts to the Chair for approval within two weeks of meeting. Expense claims must be received by International Headquarters within 60 days of the expense. The Association requires original receipts for any expense associated wit...
	DUTIES OF CHAIR
	Sunday/Monday
	Awards Luncheon
	Wednesday
	INEC REIMBURSEMENT GUIDELINES


