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Committees Election Committee 
The Committees Election Committee (CEC) shall ensure the smooth running of Elections to 
Committees according to Article 18B By-Laws of the Institute of Professional Representatives. 
 
The Committee shall consist of three members of the Institute who shall not stand for election to 
another committee. 

This document provides guidance to the Terms of Reference, the structure and the roles and 
functions within the Committees Election Committee. 

The document also reflects some relevant articles of the epi By-Laws relating to the other 
committees. 

The work of the CEC is supported by the epi Secretariat with its legal advisors. 

I Terms of Reference of the Committees Election Committee 

The Committees Election Committee is established by the epi Council in accordance with the Rules 
for Committee elections and is responsible for ensuring the smooth, transparent, and lawful conduct 
of elections to epi committees pursuant to Article 18B of the epi By-Laws. 

The Committee is composed of three epi members who are not candidates in any other committee 
election, at least one of whom should, where possible, have prior experience on the Committees 
Election Committee. Its term of office runs from the autumn Council meeting preceding an election 
year until the autumn Council meeting preceding the next election year. 

Its principal activities include: 

 

Implementing and supervising compliance with the applicable rules governing committee elections 

Overseeing all stages of the election process, including preparation, conduct, and completion of 
elections 

Supporting the epi Secretariat and deciding procedural questions in cases of doubt 

Verifying nominations and reviewing and, where necessary, correcting the draft lists of candidates 

Confirming whether quorum requirements are met and declaring election results invalid if quorum is 
lacking 

Finalising the list of candidates, including consideration of correction requests 

Determining the order of candidates by lot in the event of tied votes in general elections 

Formally declaring election results and submitting a written report to the Council for validation 

https://patentepi.org/assets/uploads/documents/rules-regulations/3.3.2.17-260210.pdf
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Receiving, examining, and handling objections, and seeking an amicable resolution within ten days 
of publication of election results, provided no third party is disadvantaged 

 

Through these activities, the Committee Election Committee safeguards the integrity, fairness, and 
proper administration of epi committee elections. 

  

II Roles and Functions within the Committees Election 
Committee 

II.A Members 

Full members of Committee shall: 

- actively contribute to the work of the Committee and in particular take part in Committee 
meetings and have the full right to file motions concerning subject matter relevant to the 
Committee; 

- inform the(ir) substitute(s) and arrange for substitution in case they are unable to actively 
participate; 

- take part in votes and elections in the Committee; 

- be eligible for election as Chair or as other officer in the Committee. 

(By-Laws, Art. 18B.4) 

 

Associate members of Committee shall: 

- receive the same documents as the full members; 

- have the right to submit relevant proposals and remarks to the Committee. However, they 
shall not have the right to attend the Committee meetings even at their own cost, except if 
invited according to Art. 18B.3b). 

(By-Laws, Art.18B.6) 

 

Members of the Committees Election Committee can expect to be actively involved in the 
organisation, supervision, and validation of epi committee elections throughout their term, with the 
main workload occurring during election periods. 
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In particular, committee members participate in the following activities: 

Preparation of committee elections, including familiarisation with the applicable Rules for 
Committee elections and relevant provisions of the epi By-Laws 

Supervision of the nomination process, including examination of nominations and review of draft 
candidate lists prepared by the Secretariat 

Review and correction of candidate lists, including consideration of any requests for correction and 
establishment of the final list of candidates 

Oversight of the voting process, including monitoring compliance with applicable rules and 
confirming whether quorum requirements are met 

Handling of exceptional situations, such as deciding procedural questions in cases of doubt and 
drawing lots in the event of tied votes in general elections 

Declaration of election results, including declaring votes invalid where quorum is not achieved and 
preparing a written report to the Council for validation 

Handling of objections, including examination of timely objections received by the Secretariat and 
seeking an amicable settlement within the prescribed time limits, provided no third party is 
disadvantaged 

Close cooperation with the epi Secretariat, providing procedural guidance and support throughout 
all phases of the election process. 

 

II.B Committee Officers 

The Committees Election Committee is composed of three members, appointed by the epi Council 
in accordance with the Rules for Committee elections. The Committee operates as a collegial body, 
with all members sharing collective responsibility for ensuring the proper conduct of committee 
elections. 

From among its members, the Committee designates a Chair, who is responsible for coordinating 
the Committee’s work and acting as the primary point of contact with the epi Secretariat and, where 
appropriate, the Council. The Chair convenes meetings, ensures that procedural matters are 
addressed in a timely manner, and oversees the internal coordination of tasks. 

The outgoing Committee Chair of Committee shall organize an online meeting of their Committee to 
elect the officers of the Committee, said meeting shall take place as soon as possible after the 
validation of the election of the Committee by the Council during the Autumn Council meeting of the 
election year. 
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At least two weeks before said meeting the Secretariat shall issue to the elected Committee 
members a call for candidates for the officers of the Committee. 

At said meeting, each Committee shall elect its Chair and may elect or appoint additional officers, 
such as a Secretary and deputies, from among its members. 

Committee shall inform the Secretary General of the names of the members elected or appointed as 
officers. 

No member of the Institute shall be the Chair of the same Committee for more than a total of three 
consecutive terms, unless at said meeting there is no candidate to become the Chair. If this is the 
case the outgoing Chair continues as Chair of the Committee until the next meeting of Council. The 
outgoing Chair shall inform the Secretary General of this fact. At the next meeting of Council, the 
Board shall present a proposal for electing a Chair of the Committee, which may be to allow the 
outgoing Chair to be the Chair of the Committee for the remainder of the term of the Committee. 

(By-Laws Art. 18.3 and Art. 18.4) 

The latest report and presentation templates, epi background for Videoconference meetings and 
PowerPoint template for presentations (to be used while representing the Committee), are 
available on the epi website within the Officers Area. 

 

 

II.B.1 Chair 
The Chair has the overall responsibility of the Committee and its work. Furthermore, the Chair: 

- represent the Committee in the Institute;  

- Chair the Committee's meetings; attend any Council meeting when invited; 

- call meetings of the Committee and Sub-Committees or Working Groups constituted inside 
the Committee; 

- draw up the provisional agenda for each meeting and ensure that the necessary documents 
are made available to all members of the Committee; 

- ensure that reports of the activity of the Committee are submitted regularly to Council (at 
least twice a year) and to all members of the Institute (via the website and in particular epi 
Information and the annual report); 

- propose delegates from among the members of the Committee for nomination by the 
President to represent the Institute at meetings where questions related to the Committee 
terms of reference are expected to be discussed; 

https://patentepi.org/en/officers-area.html
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- may delegate their competences in the interest of the Institute and the Committee to a 
member of the Committee and shall ensure that such a delegation is in place in the event of 
being unable to carry out their duties. 

(By-Laws, Art.18.6) 

 

Further the Chair shall 

- decide on the number of associate members within the Committee. They shall inform the 
Secretary General of their decision; 

- invite substitutes, associates or third parties to meetings of the Committee and Sub-
Committees constituted inside the Committee, without the invitee having a vote. In this case, 
the Chair shall contact the Treasurer and seek reimbursement of expenses when they deem 
it necessary to ensure the attendance of substitutes, associates or third parties which he 
believes useful for the work of the Committee; 

- ensure that the proposals and re-marks submitted by the substitutes and associate 
Committee members are taken into account by the Committee; 

(By-Laws, Art.18B.3) 

 

Additionally, the Chair provides the Treasurer with the following information: 

- the estimated number of meetings in the next accounting year; 

- the date, duration and place of intended meetings; 

- the names of the meeting attendees and the duration of their attendance at the meetings. 

(By-Laws, Art.18.1) 

II.B.2 Vice-Chair 
The Vice-Chair supports the Chair in their tasks and steps in for the Chair when needed or when the 
latter is unavailable. 

II.B.3 Secretary 
The Secretary supports the Chair and the Vice-Chair. Further, the Secretary prepares meeting 
agendas in cooperation with the Chair and Vice-Chair. The Secretary is also responsible for 

- taking minutes, recording action and decision items of meetings, and 

- managing Committee internal communications and scheduling. 
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II.B.4 Communication Coordinator 
The Communication Coordinator is the Committees contact person for communication purposes with 
the epi Secretariat. Responsibilities include (but are not limited to) receiving reminders from epi 
Secretariat and coordinating Committee’s contribution to the Newsflash and the biweekly epi 
Newsletter especially when significant topics related to the Committee's work need to be promptly 
and efficiently communicated to epi members.  

Additionally, the Coordinator oversees the preparation and delivery to the epi Secretariat of reports 
for the quarterly epi Information and annual contribution to the epi Annual Report, which provides a 
yearly overview of the Committee’s activities.  

While content creation is not the direct responsibility of the Communication Coordinator, they are 
required to coordinate submissions and ensure that all contributions are approved by the Committee 
Chair.  

Furthermore, the Communication Coordinator is tasks to actively raise the awareness of the 
Committee's work via channels available on the various platforms, via e.g. the biweekly epi Podcast 
or epi Newsletter, and epi Information. The publication of content provided by the Communication 
Coordinators is managed by the members of the epi Secretariat. 

 

II.B.5. Annual overview of the Committee's communication activities 
An up-to-date overview of Committee-relevant deadlines for communication and information 
purposes is available on the epi website. 

 

II.D Meetings 

Committee normally has one in-person meeting per year (as foreseen in the budget). In addition to 
an in-person meeting, the Committees arranges one or more virtual meetings depending on the 
needs. 

The Committee Election Committee has – in periods of nominations and elections – established 
short-standup meetings of 30 mins to ensure tight alignment 

Full members have the right to participate at in-person Committee meetings with costs reimbursed 
as outlined in epi Guidelines for Reimbursement. 

As mentioned above, associate members do not have the right to attend meetings, even at their own 
costs, except if invited by the Chair. 

https://patentepi.org/en/overview-deadlines-2026.html
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Further detailed information on reimbursement may be found in epi Guidelines for Reimbursement 
available in the Council Decisions (CoD) 5.4.1 and 5.4.3. In case of questions or doubts please 
contact epi Secretariat prior incurring the expenses. 

Committees are encouraged to hold in-person meetings in the epi Secretariat premise, considering 
the room's capacity of approximately 30 people. 

II.E Legal advisors 

The Legal Advisors at the epi Secretariat (contact: legaladvisor@patentepi.org) provide legal advice 
to the Committee, conduct legal research on matters related to the Committee’s remit, and inform 
the Committee of relevant developments in patent law and related regulations as appropriate. In 
addition, Legal Advisors support the Committee by ensuring legal consistency and coherence of draft 
documents, reports and proposals, and by identifying potential legal implications arising from the 
Committee’s activities. 

Legal Advisors may also provide assistance in the preparation of reports and other written outputs, 
such as position papers and amicus curiae briefs, including by advising on structure, legal references 
and alignment with existing epi positions, but do not influence substantive decisions or views. 

II.F Committees Support 

The epi Committees Support (committees-support@patentepi.org) provides comprehensive 
administrative assistance to the Committees. 

The epi Committees Support take care of meeting organisation (e.g. doodle polls, invitations, 
registration, accommodation, reimbursement forms, Zoom-meetings, support during meetings, etc.).  

Communications, including email distribution to external recipients, are conducted through the 
Committees Support in accordance with the applicable data protection policies. 

epi Committees Support also set up and administrate any epi website Forum channels both within 
a committee and across committees in case the cross committees cooperation is desired. 

Important information for Committee members, are available on the welcome page which 
summarises helpful information about features and benefits of the Institute and provides guidance 
how to use the tools on epi website.  

To facilitate the work of the Committees Support, Committee members are strongly encouraged that 
deadlines be maintained, e.g. including registration for meetings, submission of claims for 
reimbursement after meetings, and follow-up on actions assigned to the members. Cooperation 
and timely information are highly appreciated. 

The Committee Support team remains available to provide further assistance upon request. 

mailto:legaladvisor@patentepi.org
mailto:committees-support@patentepi.org
https://patentepi.org/en/welcome-guidea
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III Nomination and Elections 

Any epi member can nominate themself to be elected for other epi Committees under the conditions 
outlined in the Rules for Committee elections (CoD 3.3.4) and respective Terms of Reference.  

Elections of Committees according to Art. 18B By-Laws at the end of the term of such Committees 
(General Committee elections) are carried out by an internet-based election procedure and are 
subject to validation by the Council at the autumn Council meeting of each election year.  

Nominations for General elections and By-elections are also carried out by an internet-based 
nomination procedure via the epi website.  

Further information concerning he nomination and elections can be found in the Collection of 
Decision. (CoD 3.3.4). 

The epi Council elects the members of Committees for a three-year term.  

By-elections for vacant seats are conducted at every other Council meeting during a running term. 
The nomination phase is open at the latest six weeks before the Council meeting. 

IV Cooperation with other epi Committees 

The Committees Election Committee has a specific procedural mandate and therefore maintains a 
limited and well-defined level of interaction with other epi committees. 

Its primary collaboration is with: 

The epi Secretariat, which provides administrative, technical, and logistical support throughout all 
phases of committee elections, under the procedural supervision of the Committee. 

Interactions with other epi committees are generally indirect and arise only in the context of elections 
to those committees. In particular: 

The Committee oversees elections to other epi committees, ensuring that nomination and voting 
processes comply with the applicable rules. 

It may verify nominations, candidate eligibility, and election results relating to members standing for 
election to other committees. 

The Committees Election Committee does not engage in overlapping substantive work, policy 
development, or advocacy activities with other committees. In line with its role: 

It does not participate in joint position papers, opinions, or thematic projects. 

It maintains a strictly neutral and independent position, ensuring equal treatment of all committees 
and candidates involved in election processes. 
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Where procedural clarification or coordination is required, communication is handled via the epi 
Secretariat, thereby preserving institutional clarity and avoiding direct operational overlap with other 
committees. 

This clearly delineated interaction framework supports the Committee’s core function of safeguarding 
the fairness, integrity, and transparency of epi committee elections. 

V epi online appearance 

The epi website contains a wealth of relevant information as well as useful features for collaboration 
and communication with the membership and the various bodies of the Institute.  

As a member of our organisation – the Institute of Professional Representatives before the European 
Patent Office, epi offers you many advantages. 

A summary of helpful features can be found on the welcome guide website. 

The forum on the epi website offers the possibility to communicate in a restricted area for the epi 
members.  

Individual channels for specific groups (within the Committee) can be created upon request of the 
Chair. Members of assigned channels get automatic notifications which guarantee smooth 
communication. An overview of all current subscriptions can be found under My Account after login. 
These notifications can be deactivated at any time.  

This section shows in addition all personal information such as the member data as stored in our 
system, the overview of all events in which the member has taken part and all invoices for the annual 
subscription which have been issued to the member. 

The library provides a range of documents relevant to the respective committee, which can only be 
accessed via the website in accordance with the assigned access rights. 

In addition, members can send private messages via the epi website after login to contact other epi 
members directly by using the name search feature without knowing their personal contact details 
such as email addresses or phone numbers. 

epi publishes a quarterly journal "epi Information". Its primary objective is to inform members of epi's 
current activities. Reports of Council meetings and major reports from Committees are included. In 
addition, the journal encourages members to use its pages for an exchange of information and 
professional experience. The electronic version of the journal is available in a designated section of 
the website. In addition to the online version, a pdf version for download is available.  

The epi learning platform provides epi members and epi students with access to online training 
courses, educational resources, and selected materials from epi events. 

In case you have any questions or need support please do not hesitate to contact epi Secretariat 
via info@patentepi.org we will be happy to help you. 

https://patentepi.org/en/
https://patentepi.org/en/welcome-guide/
https://patentepi.org/en/epi/forum/
https://patentepi.org/en/epi/user/subscriptions
https://patentepi.org/en/epi/library/main
https://patentepi.org/en/epi/inbox/received
https://information.patentepi.org/
https://www.epi-learning.org/
mailto:info@patentepi.org
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VII Commitment to confidentiality and data protection 

In the performance of their duties during their term of office, a Committee member shall not process 
personal data in an unauthorised or unlawful manner, nor intentionally or unintentionally breach the 
security of processing in a way that results in the destruction, loss, alteration, unauthorised 
disclosure of, or unauthorised access to, such data.  

A Committee member shall take all necessary care to protect personal data within the scope of the 
tasks assigned. 
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