Secretariat Proposal: 

Schedule/Process for 2005~2006 APTLD Secretariat Appointment 

The current secretariat's second term will expire at the end of 2004. For ensuring the next Secretariat appointment is made in a timely schedule, the Secretariat will like to propose the 2005~2006 APTLD Secretariat Appointment Schedule/Process as following:
 Secretariat Requirement: 

General Description:

The APTLD Secretariat provides support for APTLD membership and the APTLD Board. It is a focal point for all inquiries concerning APTLD including maintaining the www.aptld.org website, and distributing information on matters of interest to APTLD Members. The secretariat will be responsible for all APTLD finances, including drafting and managing the annual budget (to be approved by the board), managing the APTLD's finances, organizing meetings and workshops, representing APTLD at meetings, forums and events, and acting as a liaison with ICANN, ccNSO, ccTLD and other regional organizations.

Functions:  

1. Maintaining the APTLD website with appropriate links to items of importance and interest to the APTLD, ICANN, ccNSO and Internet Governance in general.

a. Keeping the website current with all applicable APTLD information.

b. Updating the website with applicable presentations and minutes from associated meetings.

c. Ensuring that an APTLD link is established with other appropriate websites (i.e. ICANN) and that other links are associated with APTLD website (i.e. ICANN)

d. Providing translation of Web pages and documents into Chinese, English, Japanese and Korean, to encourage greater understanding, participation, and increase the speed of consensus formation within the constituency.

e. Performing final edits and prepare for publication the various official documents of the APTLD constituency, again, with translation into appropriate languages.

2. Maintaining, archiving, and publishing mailing lists.

3. Publicizing, promoting, and conducting outreach activities for APTLD.

a. Internally, this function requires contacting and attracting APTLD managers who are not presently members of APTLD, are not attending meetings or are not participating in APTLD discussion groups.  Such outreach to be conducted in a language appropriate to facilitate contact with the APTLD manager or administrator, be it an individual or an organization.

b. Externally, this function includes publicizing the APTLD and it’s issues to the greater population of Internet users in the AP region, and to the Public in general.

4. Provide organization services for APTLD meetings, including notifications, meeting room bookings and set-ups, audio visual equipment rental, scribe and note or minute taking services, for teleconferences as well as actual, in person meetings.

5. Bookkeeping and accounting services, including operation of a bank account for APTLD related income and expense disbursements, payment of bills, and receiving and managing membership fee payments.

6. Assist the Board with voting processes for all APTLD related elections.

7. Maintaining a “help desk” via e-mail and telephone where members of the APTLD constituency can have their questions and requests answered, or referred to the appropriate places or persons for answers, in a timely manner.

8. Provide general support to the APTLD Board as needed.

9. Provide services to potential and existing APTLD members

a. Process and maintain applications.

b. Respond to inquiries

c. Collect membership fees

10. English language writing and speaking skills are very important.

Staffing:

Three staff are required:

1. Executive Director 100 hours per month minimum.

2. Administrative assistant/scribe/editor/document supervisor - 50 hours per month minimum.

3. Web and technical services 50 hours per month minimum - may be outsourced.

4. Other: Translation services, estimated 50 pages per month, possibly including Chinese, Japanese, Korean, Taiwanese, English, other languages as necessary - may be outsourced, or provided by three staff.

Facilities:

1. High speed Internet connection (T-1, E-1, ISDN, DSL, or cable modem)

2. Telecoms: 2 phone lines, 1 FAX line, one pager/beeper

3. Office: a physical office where members of the constituency or persons conducting business with the constituency may meet. (This does not need to be a dedicated space, but may co-exist with another similar organization.  Business meetings may be scheduled on an as-needed basis.)

4. Mail: Availability of Post Box or street delivery of mail, FED EX and courier service.
5. Computers: At least 3 stations, one for each of 3 employees as described above. Tape or disk back up of critical information to be performed daily and archived off site (bank safety deposit box or similar- or may be archived in other locations with file transfer via Internet)

Schedule:
	1. 
	Draft Job Description of Secretariat Requirement 
	In April

	2. 
	Approval of Secretariat Requirement 
	In May

	3. 
	Call for proposal to operate APTLD Secretariat
	1st July ~ 31st August/2004 

	4. 
	Assemble proposals and send to Board for confirmation on Candidates’ Qualification
	10th September

	5. 
	Announce the list of Candidates for member’s reference
	13th ~ 17th September

	6. 
	Voting bullet sent to Board Members
	20th September

	7. 
	Voting period
	20th ~ 24th September

	8. 
	Voting result approval
	27th ~ 30th September

	9. 
	Voting result announcement
	1st October 

	10. 
	If a tie occurred, a 2nd voting
	4th ~ 8th October

	11. 
	2nd voting result approval and announcement
	11th ~ 15th October

	12. 
	Transfer secretariat Operation to newly elected Secretariat
	18 October ~ 31 December


Election Committee:
For supervising and authenticating the voting process and result. The Secretariat would like to propose that our two current Vice Chairs, Yumi Ohashi and Chan-ki Park to be the election committee members. 

Voting rules:
1. Vote to be cast by an inscripted ballot email issued by the Secretariat. 

2. Each Board Member can cast only one vote to one candidate. 

3. The votes will be authenticated by the election committee. 

4. The candidate winning the most votes will be the new Secretariat for a two-year term until the end of 2006.

5. The voting result will be prepared by the Secretariat to be approved by the election committee before public announcement on the website.  

6. If there is a tie for the top two candidates, there will be a 2nd voting. 

6.1 Each Board member has only one vote for the tie election.
6.2 Only the nominees who are in tie for the 1st in the 1st voting may stand again. 

6.3 Electronic ballot will be sent for the tie election, and result will be authenticated by the election committee again before public announcement.

Dispute:
The election committee will consider all complains or disputes lodged at any time during the online voting period or within 24 hours after the election results are announced. No complains or disputes lodged after this time will be considered. The election committee's decision will be final. 

 Contact: 
election2004@aptld.org will be utilised for any inquiry regarding nomination, voting and others.  

