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1.
MEMBERSHIP AND DUES

For general dues, refer to Appendix A in Bylaws.

Any organized Friends of a Minnesota library group shall be eligible for membership in MLA at the lowest institutional member dues and shall receive the same membership rights as an institutional member.  In cases where MLA provides a lower-than-member registration fee for the trustees and/or students attending an MLA function, non-library employee and other non-library related members of the Friends group shall be eligible to register at that fee.  In cases where MLA provides only a member and a non-member registration fee, members of such a Friends group shall be eligible to register at the member fee. (9/5/80)

In the event of the death, resignation, or retirement of a trustee whose membership is paid for by the library, the membership may be transferred to that person's successor for the remainder of the membership year.  Other personal memberships belong in the name of the person regardless of the source of funds and shall so remain. (9/5/80)

The fiscal and membership years of each MLA subunit shall be identical and shall be concurrent with that of the Association as a whole.

Institutional Dues Verification:

Institutional dues are based on annual institutional budget, as stated on MLA membership applications and renewal/invoices.  The Treasurer shall contact any institution submitting a membership application or renewal in apparent conflict with published records of institutional budget, requesting verification of budget amounts and dues adjustment as necessary. (1/23/84)

Life Memberships:

MLA shall provide life memberships retrospectively to all MLA past presidents, and to each past president at the conclusion of his or her term. (6/20/78)

MLA Board ceased to offer life memberships to MLA past presidents. (9/95)

2.1
PRESIDENT


August 1, 1983; February 28, 1996

Term Length:

One year.  Term commences at the beginning of the second fiscal year following election as Vice-President/President-Elect.  This office is the second of a trilogy of annual offices; the first is the President-Elect and the third is Past President.

Responsibilities:

1.
To call and preside at all association meetings including those of the MLA Board of Directors.  

2.
To enforce all laws and regulations relating to the administration of the Association.  

3.
To represent the Association at all official functions.

Duties:

 1.
Serve as the chair of the MLA Board of Directors.

 2.
Set meeting dates/times and agenda for MLA Board of Directors meetings.

 3.
Recommend committee chairs to the MLA Board of Directors when vacancies occur. 

 4.
Serve as chair of the Executive Committee.

 5.
Serve as a member of the Budget and Finance Committee.

 6.
Serve as a member of the Bylaws and Policy Committee.

7. Conduct annual performance review of Executive Director with the Executive Committee.

8. Co-sign with the Executive Director, upon authorization of the MLA Board of Directors, all contracts and agreements in the name of the Association. (See Policy 9.5).

 9.
Serves as Chair of the Annual Conference (See Policy 13.1).

10.
Write cover letter for Call to Conference and sets Annual Conference theme.

11.
Conduct annual evaluation of the MLA Lobbyist activities with Chair of the Budget and Finance Committee and the Chair of the Legislative Committee.

12.
Sets MLA legislative policy with advice of Legislative Chair and the recommendation of the Legislative Committee and MLA Board of Directors members between MLA Board of Directors meetings.

13.
Presents MLA President’s Award at Conference.

14.
Conduct annual membership meetings.

15.
Perform speaking engagements in the name of MLA as required.

16.
Carry on correspondence in the name of MLA as required.

17. Write a column for the MLA Newsletter.

18. Support the Board of Directors in reaching annual goals.
Reports:
1.
As needed to the Board of Directors and to the membership at the annual business meeting.
2.2
VICE-PRESIDENT/PRESIDENT-ELECT


August 1, 1983; December 10, 1984; July 8, 1986; February 28, 1996, December 15, 2005
Term Length:

One year.  Term commences at the beginning of the fiscal year following annual elections.  This office is the first of a trilogy of annual offices; the second of which is that of President and the third of which is that of Past President.

Responsibilities:

1.
In the absence of the President, act in the official capacity of the association.  

2.
To become informed and oriented to the structure and operations of the Association so as to be effective during his/her presidential term.

Duties:

1. Serve as a voting member of the MLA Board of Directors and in the absence of the President to chair appropriate meetings.

2. Serve as vice chair of the Conference Program Committee and assist as outlined in the conference policies.

3. Make committee chair and or member appointments for the coming year, with MLA Board of Directors approval, before November.

4. Serve as a member of the Executive Committee.

5. Serve as a member of the Bylaws and Policy Committee.

6. Serve as a member of the Budget and Finance Committee.
7. Serve as the liaison to the State Library Agency.

8. Continue the tradition of presenting a gift to the outgoing President at the last meeting of the President's term.

9. Support the Board of Directors in reaching annual goals.
Reports:

1.
By November to report for MLA Board of Directors’ approval, the names of committee chairs and members for the coming year.

2.3
PAST PRESIDENT


August 1 1983; February 28, 1996

Term Length:

One year.  Term commences at the beginning of the third fiscal year following election as Vice-President/President-Elect.  This office is a third in a trilogy of annual offices; the first of which is that of Vice-President/President-Elect and the second of which is that of President.

Responsibilities:

The Past President is the officer who serves in an advisory capacity for the overall function and administration of the Association.

Duties:

1.
Serve as a voting member of the MLA Board of Directors and the MLA Executive Committee.

2.

Serve as a member of the MLA Budget/Finance Committee.

3.

Serve on the MLA Bylaws and Policy Committee.

4.
Serve as Chair of the MLA Conference Program Committee.

5.

Serve as Chair of the MLA Awards Committee.

6.
Serve on the Program Fund Committee for three years, the third year as Chair.

8.
Serve on the Minnesota Library Association Foundation Board of Directors.

10. Presents MLA Awards except the President’s Award.

11. Support the Board of Directors in reaching annual goals.

Reports:

1. Annually or as needed to the MLA Board of Directors.

2. Announces to MLA Membership at Conference the names of those receiving MLA awards.

3. Reports on Foundation activities to the Board of Directors.

.

2.4
SECRETARY


August 1, 1983; January 23, 1984; February 28, 1996

Term Length:

Two years.  Term commences at the beginning of the fiscal year following elections in even-numbered years.

Responsibilities:

1. To record the minutes of MLA Board of Directors, Executive Committee and general membership meetings.

2. To maintain Policy and Procedures Manual, incorporating new or amended bylaws, policies, positions, and job descriptions as such items evolve from Board of Directors or general membership meetings.

Duties:

1. Serve as a voting member of the MLA Board of Directors.

2. Serve as a member of the Executive Committee.

3. At Board of Directors and general membership meetings, record the minutes and maintaining a file of documents pertinent to said meetings.

4. Serve as Chair of the Bylaws and Policy Committee.

5. Submit a copy of proposed bylaws changes for mailing with the call to conference.

6. Support the Board of Directors in reaching annual goals.

Reports:

1.
Prepare minutes of each Board of Directors, Executive Committee and general membership meeting, with a copy delivered to the President and a copy delivered to the Executive Director.

2.

Provide a copy of the general membership meeting minutes to the MLA office for inclusion in the Newsletter.

3.

Annual written or oral report on the Bylaws and Policy Committee's activities.

4.

Report to the Board of Directors on all proposed bylaws changes no later than the Board of Directors meeting held prior to the conference mailing.

5.

Annually or as needed to the Board of Directors.

Bylaws and Minutes Procedures

All proposed bylaws changes must be in members' hands no later than one month prior to general membership meeting.

The names of absent Board of Directors members should be included in future minutes. (5/25/72)

The Board of Directors shall review, correct and approve as corrected the minutes of any regular or special meeting of the Association at the meeting of the Board of Directors immediately following the meeting of the Association. A summary of the approved minutes shall be distributed to the membership after approval through the official publication of the Association. Additional additions and corrections may be submitted to the Board of Directors by the membership within one month from the time of distribution to the membership, and the Board of  Directors shall make such additions and corrections, after which time the minutes shall stand as approved by the membership. (11/29/73)

General membership meeting minutes will be published in the Newsletter for membership scrutiny and comment and then will be approved by the Board of Directors with any amendments offered by the members. (5/2/79)
The minutes of the MLA Board of Directors meeting shall be distributed to subunit and committee chairs (in addition to the Board of Directors members themselves). They can be distributed before Board of Directors approval with the disclaimer that they are unapproved. (9/14/84)

2.5
TREASURER


December, 1986; February 28, 1996

Term Length:

Two years.   Term commences at the beginning of the fiscal year following elections in odd-numbered years.

Responsibilities:

1.
Legally designated and bound to receive all income of the Association, authorize all disbursements of the 

Association and manage all assets of the Association.  

2.
Assure compliance with all legal requirements of law.  

3.
Assure that the books and accounts of the Association are kept in accordance with the guidelines of the


Association of Independent Certified Public Accountants and the Financial Accounting Standards Board.  

4.
Take any and all necessary action to execute the financial policies of the MLA Board of Directors and assure that 

the management of the finances of the Association are in keeping with written and implied community standards 

for non-profit, member service organizations.

5.
Prepare the annual budget, conference budget and other necessary budgets in the detail required by the 


Board of Directors.  The fiscal year is the calendar year.

Duties:

1. Serve as a voting member of the MLA Board of Directors and Executive Committee.

2. Chair the MLA Budget and Finance Committee.

3. Conduct annual evaluation of the MLA Lobbyist activities with the MLA President and the Chair of the Legislative 

Committee.

4. Authorize payment of MLA bills.

5. Provide annual financial orientation to MLA’s incoming subunit chairs.

6. Chair all scholarship fund committees.

7. Work with independent auditors in preparation of annual audit.

8. Support the Board of Directors in reaching annual goals.
9. Other duties as outlined in fiscal Policy 9.

Reports:

1. Present oral and written financial reports to the Board of Directors at each of its meetings.

2. Present conference budget to MLA Board of Directors and Conference Committee as Chair of Budget and Finance Committee.
3. Present written annual report at Annual Business Meeting.

4.
By November 1, provide a revenue forecast for the coming fiscal year during the budget preparation process for review by the Budget and Finance Committee. 

5.
By December 1, present the final annual budget to MLA Board of Directors as Chair of Budget and Finance Committee. 
2.6
MLA/ALA CHAPTER COUNCILOR


August 1, 1983; February 28, 1996

Term Length:

Three years.  Term commences following the end of ALA Annual Conference in year elected and continues through the Annual Conference four years later.

Responsibilities:

Must be a member of good standing of ALA.  To represent the interests of the Minnesota Library Association to the American Library Association.

Duties:

1. Serve as a voting member of the MLA Board of Directors.

2. Attend and report on the ALA Council meetings at the midwinter and Annual Conferences of the American Library Association.

3. Insofar as possible, attend the ALA Chapter Relations Committee meetings.

4. Although the Councilor is to be guided by the wishes of the MLA membership, MLA policy gives the Councilor latitude in voting on issues that come before Council, especially in cases where debate on the issue at the meeting may have changed the issue from when it was discussed by the MLA membership or the Board of Directors.

5. If possible, arrange for a Minnesota gathering at ALA conferences.

6. Serve as a member of the MLA Membership Committee.

7. Support the Board of Directors in reaching annual goals.

Reports:

1.
Written reports to the Board of Directors on actions taken by the Council at its midwinter and Annual Conferences, submitted following the meeting.

2.
Oral or written reports at Board of Directors meetings as issues that will be coming before Council are made known.

3.

Annually or as needed to the Board of Directors.

2.7
MEMBER-AT-LARGE/CHAIR, INTELLECTUAL FREEDOM COMMITTEE


August 1, 1983; February 28, 1996

Term Length:

Two years.  Term commences at the beginning of the fiscal year following elections in even numbered years.

Responsibilities:

1.
Serve as an at-large representative of the Association, as an observer of the Board of Directors'  deliberations 

and activities, and as a channel of communication from the membership.  

2.
Automatically becomes Chair of the Intellectual Freedom Committee.  

3. Serves as a member of the Budget and Finance Committee.  (See Section 7.7 for more information about IFC).

Duties:

1.
Serve as a voting member of the MLA Board of Directors.

2.

Serve as Chair of the MLA Intellectual Freedom Committee.

3.
Serve as a voting member of the MLA Budget and Finance Committee to represent interest of MLA membership.

4.

Act as ombudsman for MLA members.

5.
Should observe MLA Board of Directors' deliberations and activities with an eye as to how these will affect  general membership. May be required to perform role of "devil's advocate" on occasion.

6.

Should make membership aware that s/he will bring their concerns to the attention of the Board of Directors.

7.

As Chair of MLA Intellectual Freedom Committee:

a) Serve as MLA representative to the Minnesota Coalition Against Censorship or communicates regularly with designated representative to Minnesota Coalition Against Censorship.

b) Keep MLA Board of Directors informed of intellectual freedom activities in Minnesota.

c) Work with the legislative committee in areas of legislation related to intellectual freedom.

d) At the direction of the MLA Board of Directors, acts as an arm of the MLA Board of Directors in the area of intellectual freedom.

e) Investigates upon request complaints concerning alleged violations of intellectual freedom.

f) Arranges for and chairs Intellectual Freedom Committee membership meeting at Annual Conference and more often as necessary.

8. Support the Board of Directors in reaching annual goals.

Reports:

1.

Annually at MLA membership meeting.

2.
Annually or as needed to the Board of Directors.

2.8
CHAIR, LEGISLATIVE COMMITTEE


August 1, 1983; May 17, 1996

Term Length:

One year.  Term commences at the beginning of the second fiscal year following election as Vice-Chair.  This office is the second of a trilogy of annual offices; the first of which is that of Vice-Chair and the third of which is that of Past Chair.  

Responsibilities:

1.
To promote the legislative policies of MLA.  

2.
Implements MLA legislative policy as determined by MLA membership.  The MLA Board of Directors in the 

absence of the Membership, or the MLA President in the absence of the Board of Directors, has the authority to 

establish MLA legislative policy.  

3.
To encourage communication between the Minnesota library community and legislators and administrators at all 

levels of Government.  (See Section 7.8 for more information about the Legislative Committee).

Duties:

1.

Serve as a voting member of the MLA Board of Directors.

2.

Serve as Chair of the MLA Legislative Committee.

3.

Provide for coordination of a MLA legislative network.

4.

Provide for coordination of lobbying and information efforts at the State and Federal level.

5.

Provide for a liaison with the ALA Washington Office.

6.

Maintain communication with MEMO regarding legislative issues.

7.

Support cooperation among organizations within the State in efforts to promote library interests.

8.

Provide for a delegation in Washington, D.C. during National Library Legislative Day.

7. Serve as Chair of a subcommittee to plan annual Minnesota Library Legislative Day.

8. In coordination with the Chair-elect and committee, monitor activities of MLA legislative lobbyist on behalf of the MLA Board of Directors.

9. Conduct an annual evaluation of the MLA lobbyist with the President and Chair of the Budget and Finance Committee.

10. Negotiate lobbyist contract for submission to the MLA Board of Directors for approval biennially.

11. During legislative session communicate weekly with legislative network update through fax, e-mail or U.S. mail.

12. Work cooperatively with affiliate members and their lobbyist to promote library legislation in Minnesota.

13. Support the Board of Directors in reaching annual goals.

Reports:

1.

Reports to legislative network members as needed. 

2.

Reports to MLA members through the MLA Newsletter and at the Annual Business Meeting.

3.

Annually or as needed to the Board of Directors.

2.9
CHAIR, ACADEMIC AND RESEARCH LIBRARIES DIVISION


August 1, 1983; February 28, 1996

Term Length:

One year.  Term commences at the beginning of the second fiscal year following election as Vice-Chair.  This office is second in a trilogy of annual offices; the first of which is that of Vice-chair and the third of which is that of Past Chair.  Cannot be elected for two consecutive terms.

Responsibilities:

To represent the Chapter within the Association of College and Research Libraries of ALA, the Division on the MLA Board of Directors, and to chair the Division.  Must be a member of good standing of Association of College and Research Libraries of ALA.  (See Section 4.1 for more information about ARLD).

Duties:

1. Preside at all Executive Committee and Membership meetings of the Academic and Research Libraries Division of MLA.

2. Enforce all the laws and regulations relating to the administration of the Division.

3. Serve as an ex-officio member of any Division standing committees with the exception of the nominating committee.

4. Represent the Chapter at appropriate Association of College and Research Libraries meetings and functions.

5. Serve as a voting member of the MLA Board of Directors or send a substitute.

6. Assist MLA Membership Committee with recruitment of ALA members who are not MLA members.

7. Serve on planning committee for annual Academic Day or other workshop sponsored by the Division.

8. Support the Board of Directors in reaching annual goals.

Reports:

1.

Annually or as needed to the Board of Directors.

2.

Executive and Membership meeting reports to Division members.

3.

Association of College and Research Libraries Chapter reports to Division members.

2.10
CHAIR, PUBLIC LIBRARIES DIVISION


August 1, 1983; February 28, 1996

Term Length:

One year.  Term commences at the beginning of the second fiscal year following election as Vice-Chair.  This office is second in a trilogy of annual offices; the first of which is that of Vice-chair and the third of which is that of Past Chair.  Cannot be elected for two consecutive terms.

Responsibilities:

To represent the Public Library Division on the MLA Board of Directors and to chair the Division.  (See Section 4.2 for more information about PLD).

Duties:

1.

Serve as a voting member on the MLA Board of Directors.

2.

Preside over Division Executive Committee and Membership meetings.

3.

Appoint the Division Nominating Committee.

4.
Serve on the Public Library Association Network.

5.
Assist MLA Membership Committee with recruitment of public library employees.

6.
Investigate need for continuing education opportunities throughout the year within the Division.  Work with 

members of the Division to implement plan of action.

7.
Support the Board of Directors in reaching annual goals.

Reports:

1.
Annually or as needed to the Board of Directors.

2.
Division Executive Committee and Membership Meeting reports to membership through the MLA Newsletter.

2.11
PRESIDENT, MINNESOTA LIBRARY TRUSTEES AND ADVOCATES (MLTA)


December 10, 1984; February 28, 1996

Term Length:

Two years.  Term commences at the end of the Annual Conference at which s/he is elected.  Limited to two consecutive terms.

Responsibilities:

To represent MLTA on the MLA Board of Directors and to chair the Division.  (See Section 4.3 for more information about MLTA).

Duties:

1. Serve as a voting member of the MLA Board of Directors.

2. Preside at all Executive Committee, Membership, and Board of Directors meetings of the Minnesota Library Trustees and Advocates.

3. Serve as an ex-officio member of all MLTA Committees.

4. Write a letter annually encouraging trustees to join MLTA.

5. Support the Board of Directors in reaching annual goals.

Reports:

1.

Annually or as needed to the Board of Directors.

2.

Annual report to the association at the annual business meeting.

3.1
GENERAL PERSONNEL POLICIES


May, 1988; March, 1998; September 2001; March 2002

The Minnesota Library Association may hire employees to assist with the work of the organization.  All policies and procedures regarding employees will be in compliance with state and federal law and required taxes and insurance will paid as due.

Position titles and descriptions of duties will be determined by the Board of Directors, as needed. Salary, including cost of living changes and merit increases shall be proposed by the President prior to the establishment of the annual budget.  Total personnel costs are included in the Association's annual budget and are thereby approved by the Board of Directors.

The personnel policies adopted by the Minnesota Library Association’s (MLA) Board of Directors are designed to provide a uniform, comprehensive and equitable system of personnel administration for Association employees while recognizing the need for flexibility with a small staff.

MLA is an employer at will.  All employees who do not have a written employment agreement may resign their employment at any time for any reason or for no reason, and MLA reserves the right to dissolve the employment relationship under the same conditions.

This manual is not an employment contract.  Employees may not rely upon this document to determine their employment rights. The Board of Directors may revise any item in this document at any time at its sole discretion except as provided for in state or federal law.

Positions:

Descriptions:  


Written statements containing both job description and employment requirements will be maintained for all permanent positions.  These descriptions will include information about special skills, training and/or education, knowledge and ability.  Position descriptions will be reviewed as needed to keep them current.

1. Executive Director



The authority and responsibility for the selection and appointment of the Executive Director rests solely 

with the Board of Directors.  Procedures for recruiting and appointing the Executive Director shall be 

determined by the Board of Directors.


Notice of an appointment is made in writing and specifically describes the position, terms and 

compensation.  Acceptance of the appointment is made in writing and is considered as a contract, 

carrying with it an obligation to abide by the terms specified in the letter.

2. Other Staff









The Executive Director shall be responsible for the selection and appointment of personnel to all other 

staff positions, which have been authorized by the Board of Directors.

3. Permanent Full-Time


An employee who works a normal 40-hour work week and was hired for a service duration in excess of 

six months and has successfully completed his/her probationary period.

4. Permanent Part-Time


An employee who works less than the normal work week, and was hired for service duration in excess 

of six months and has successfully completed his/her probationary period.  To be eligible 
for pro-rated 

vacation, sick leave and holiday benefits, a permanent part-time employee must be regularly scheduled to 

work 20 or more hours per week.  To be eligible to participate in the Association’s fringe benefit program, 

a permanent part-time employee must also be regularly scheduled to work 30 or more hours per week.

3.1
PERSONNEL POLICY
5. Temporary Full-Time


An employee who works the normal work week but is either seasonal or whose employment is limited by 

duration of a specific project.  Temporary employees serve at the will and pleasure of the Executive 

Director and may not be appointed for a period to exceed 1,014 hours in any fiscal year.  The Executive 

Director will recommend a reasonable wage rate for the employee to the Board.  The Board will make the 

final determination of the wage rate to be paid.   Temporary employees are not eligible for fringe benefits 

except those mandated by State or Federal law.

6. Temporary Part-Time 

An employee who works less than the normal work week but who is either seasonal or whose employment is limited by the duration of the specific project.  Temporary employees serve at the will and 
pleasure of the Executive Director and may not be appointed for a period to exceed 1,014 hours in any 
fiscal year.  The Executive Director will recommend a reasonable wage rate for the employee to the 
Board.  The Board shall make the final determination of wage rate to be paid.  Temporary employees are 
not eligible for Association fringe benefits except those mandated by State or Federal law.

7. Consultant


A consultant is an individual who is under specific contract to the Association to perform a special task or 

series of special tasks and/or prepare specific products.  The relationship of a consultant to MLA is that of 

an independent contractor.  A consultant is not considered an employee of the Association for any 

purpose.  A consultant will agree to hold harmless, indemnify and defend MLA, its officers, employees 

and agents against any and all claims, losses, damages or lawsuits for damages arising from, allegedly 

arising from or related to the provision of the contracted services.  The Executive Director will be 

responsible for preparing the consultant(s) contract for Board approval.  The consultant(s) contract shall


include, but not be limited to, the following:  (a) term of contract; (b) detailed description of services and/or 

products to be provided by consultant; (c) payment and payment schedule; and (d) indemnification.

Exempt, Non-Exempt Status, and FTE ratio determination:

Fair Labor Standards Act (FLSA) classifies all positions as exempt and non-exempt.   Exempt employees are those employed in an executive, administrative or professional capacity.  They are generally administrators.  Exempt  employees are not eligible for overtime and receive a monthly salary regardless of the number of hours worked.   Non-exempt employees are paid by the hour for hours worked and are eligible for overtime.  Both exempt and non-exempt employees are classified in the following ways:


(1)
Regular full-time employees work at least 1,560 (.75 FTE) hours during the year whether 



this is twelve months or a shorter stipulated period.


(2)
Regular part-time employees work between 1,040 and 1,559 hours per year (.50 - .74 



FTE) whether this is a twelve months or shorter stipulated period.


(3)
Other part-time employees who work fewer than 1,040 hours per year (less than .50 FTE) 



are not eligible for benefits.


(4)
Temporary employees are hired for a specific period of time.  For exempt employees, this 



may not exceed twelve months.  For non-exempt employees, this may not exceed six 



months.  Temporary employees are not eligible for benefits.


(5)
On-Call employees are hired on a "needs only" basis when back-up or extra staff are 

needed.  On-Call employees are paid for the hours worked and are not eligible for benefits.

All employees are assigned an FTE (full-time equivalent) ratio.  FTEs are calculated by dividing the number of hours worked by the base hours.  This number is used for salary and benefit calculations.

3.1
PERSONNEL POLICY

Probation:
All permanent staff members must complete a probationary period of three months following, which the Executive Director shall make a written performance evaluation of the staff member and discuss it with the employee.

If during the probationary period the employee performs unsatisfactorily, the employee may be dismissed without right of appeal.

Performance Evaluation:

All staff members shall be evaluated upon the anniversary date of their employment by the Executive Director for the purposes of assessing competence, encouraging self-improvement and improving the operations and service of MLA.  These written evaluations will be reviewed and discussed with the employee, shared with the President of the Board, and maintained in the employee personnel file.  If the employee disagrees with the evaluation, he or she may request an appeal to the Board Executive Committee.

The Executive Director's performance shall be evaluated every year by the President and shared with the Board.

Separation:

Upon termination an employee shall be compensated for all accumulated unused annual leave in a lump sum payment, at the employee's current rate of compensation.  In the case of death, compensation shall be paid to the surviving spouse or the employee's estate.

Resignation:

An employee who intends to resign should inform the Executive Director as soon as possible and then submit a written resignation notice.  Four weeks' notice is requested for all professional positions; two weeks' notice is requested for all other positions.  The effective date of resignations shall be the last date actually worked.

Dismissals:
1. Temporary Employees


Temporary employees serve at the will and pleasure of the Executive Director.

2. Staff Members


The Executive Director may terminate the employment of a staff member if a staff member continually 

falls below performance standards or violates terms of employment.  Gross infractions or illegal acts may 

trigger immediate dismissal.  A written report describing the reasons for dismissal shall be made to the 

Board.



The disciplinary process shall consist of:

1) An oral warning is considered a clear indication that repetition of the offense will call for discipline. Oral warnings should be documented and a copy filed.

2) More serious than an oral warning, a written reprimand normally becomes part of the employee's permanent record.   The original must be filed and a copy given to the employee.  The original is to be signed and dated by the supervisor and the employee.  If the employee refuses to sign, a witness should sign to verify that the employee received a copy.

3) If the behavior persists, a management letter shall be drafted by the Executive Director and reviewed by the board executive committee. 

4) Suspension and/or dismissal.

An employee who feels unjustly terminated may, within a week of receiving notice, request in writing to the President of the Board a full hearing of the Board Executive Committee.  After such a hearing the Executive Committee shall make a recommendation to the full Board whose decision shall be final.

3.1
PERSONNEL POLICY
3. Executive Director


Dismissal of the Executive Director shall be by the Board's action only; the Executive Director shall serve 

at the pleasure of the Board consistent with employment law and such written agreements as may have b
been mutually negotiated.

Retrenchment:
In the event of a reduction in staff written notice shall be given to the affected employee(s).  Notice will be given as early as possible.  Employees will be informed of unemployment, health insurance or other benefits which may be available to them after layoff or termination.

Retirement:
Life insurance policy to equal 1½ times annual salary. Life insurance will be offered at a minimum of $20,000.
For full-time staff, MLA will contribute 5% pegged to total salary to a retirement plan. Retirement plan is a SEP plan managed through Mutual of America.

Employees are eligible for participation after six months.
A Simplified Employee Pension (SEP) Plan is a retirement plan whereby an employer makes contributions on behalf of their employees. As the employer’s profit fluctuates from year to year, so can the employer’s contributions to the plan. SEP Plans are ideal for self-employed people and small business owners. The SEP is intended to be an attractive alternative to tax qualified retirement plans which are subject to ERISA because a SEP plan is relatively easy and inexpensive to establish and administer.

Contributions to SEP plans provide valuable tax benefits to employers. The employer contributes toward its employees’ retirement savings while enjoying the benefit of reduced federal income taxes. Such tax savings can in turn be viewed as helping to fund the plan. An employer is eligible to take a federal income tax deduction under IRC Section 404(h) for amounts contributed to a SEP plan.

ESTABLISHMENT: The only required forms are a pre-approved IRS 5305-SEP form and an IRA application for each participant. 

MAINTENANCE: No initial or annual required filings. 

EMPLOYER CONTRIBUTIONS: Contributions can vary from year to year or even skipped occasionally. 

EMPLOYEE CONTRIBUTIONS: Employees are not permitted to make contributions but can decide to invest employer contributions. 

Compensation:

The Association intends to provide equitable compensation for the positions staffed in the organization.   An annual wage survey will be conducted by the Executive Director to assess current wages for equivalent positions in the local labor market.  Annual percentage increases for employees evaluated as satisfactory or above average performers must be approved by the board. The Executive Director will provide the board with a recommendation on the amount of increase.  Increases in wages or salary are based on market survey information, cost of living, and the organization's ability to pay.

Working Conditions: 

1.
Work Week


The normal work week shall be five days, eight hours per day Monday through Friday.  Work performed in 

excess of forty hours per week shall be considered overtime for which non-exempt employees will be 

compensated at time and one-half of the hourly rate.


Exempt staff do not receive overtime compensation, but their work hours may be adjusted to account for 

fluctuations in workloads. Exempt staff are required to complete vacation and sick leave reports.
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No overtime compensatory time shall be allowed without the prior approval of the Executive Director. 


Compensatory time shall be used within the succeeding pay period.  No more than two days of 


compensatory time shall be carried into the succeeding fiscal year.  There shall be no payment for 

unused compensatory time upon termination of employment.  No compensatory time shall be granted for 

attendance at professional meetings.

2.
Pay Days and Rates  


Employees will submit a timesheet at the end of each two-week pay period indicating the hours worked, 

any used vacation or sick leave, and mileage and parking claimed.  These records are filed in the 


MLA office.


For converting annual pay into hourly rates, the annual pay shall be divided by 2000 hours.  The resulting

regular hourly rate shall be used in figuring overtime pay deductions to lost time and pay rates for hourly, 

seasonal or less than full-time employees.

3.
Rest Periods


Staff members are allowed a relief period of fifteen minutes during each continuous work period of four 

hours; while rest periods may not be taken at the beginning or end of the work day they may be taken in 

conjunction with the meal period if work schedule permits.


Employees shall be allowed an unpaid lunch break up to 1 hour during each eight-hour work day. 

Absences: 
1.
Written Records of Leave Time


MLA shall keep written records on employees to account for time used for sick leave, vacation or 


personal leave.  Overtime hours should also be reported in writing. 

2.
Emergency Closing


The closing of the MLA Office may be required by natural, mechanical or other emergencies.  In the event 

of extreme weather conditions or other emergencies, the Executive Director may order the office closed.  

In the absence of the Executive Director, the person in charge may close the office if an emergency 

exists. During inclement weather employees are expected to report to work unless informed otherwise.
3.
Vacations

Full-time staff will be provided 1.75 days/month. This will be pro-rated for part-time staff. After three months of service, employees may take vacation leave as earned.


Employees may accumulate accrued vacation not to exceed six weeks.  Additional vacation time may not 

be carried over into succeeding fiscal years or counted in leave payable at termination.  Vacation leaves 

shall not be waived for the purpose of receiving double pay.

The Executive Director shall approve vacation requests of employees.  The Executive Director should be informed a month in advance for vacation requests of one week or more.


Any employee with more than one year of service who leaves the employment of MLA shall be paid for 

unused vacation time to a maximum of six weeks accrual.


Base rates for vacation and sick leave for beginning employees will be 1.75 days per month. After  successful 

completion of an annual performance review, the President may recommend increases as appropriate. Increases 
are to be approved by the Board of Directors.  Permanent part-time staff is eligible for vacation on a pro-rated basis.
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4. Sick Leave 

Full-time staff will be provided 1day/month. This will be pro-rated for part-time staff.

No more than 120 days of accumulated sick leave may be accrued.  Working days only shall be counted 
when using sick leave.  Pay during sick leave shall be at the employee's regular rate of pay.

Sick leave pay will be granted for a bonafide personal injury or illness, medical examination, or medical 
treatment  for the employee.  Sick leave may also be used when the employee's attendance is required for attending to minor children of the employee or other persons who reside in the employee's immediate household. For periods over three days, a written report by a doctor may be  required by the Executive Director.


It is the responsibility of the employee to notify the Executive Director or the MLA office, if the Executive 

Director is absent, of their inability to report to work due to an illness and/or an emergency situation which 

would result in their intended absence.  Notification to the Executive Director should be made as soon as 

feasible, as well as intended return to duty.  Employees using earned sick leave shall be considered in a 

working status for the purpose of accumulating additional vacation leave or sick leave.  Only days which 

an employee would normally have worked will be charged against the employee's sick leave account.

5. Maternity Leave

No uniform period of absence for adoption or confinement before and after delivery shall be required.  Leave for pregnancy or adoption shall be determined by the employee and Executive Director in harmony with the advice of the employee's doctor. Where sick leave is available to the employee its use may be authorized for absence due to pregnancy or adoption under the same requirement that applies to other use of sick leave including the requirement for proper medical verification.  Where paid leave is not available, leave without pay shall be granted, upon written request of the employee, for necessary absences due to pregnancy or adoption.

6. Parental Leave


In connection with the birth or adoption of a child, an employee who is a parent of the child may receive 

an unpaid leave up to six weeks for childcare.  The leave must begin within six weeks of the time the 

adopted child or newborn is received into the parental residence.


Parental leave for employees who have been employed at MLA for less than 12 months will only be 

granted by the Board upon recommendation of the Executive Director.

7. School Conference and Activities Leave


As required by state law, MLA employees may receive unpaid leave to attend school conferences or 

classroom activities up to a maximum of 16 hours per year.  The employee shall provide reasonable 

notice to the Executive Director of the need for such leave.

8. Funeral Leave


Up to three days is allowed for each occurrence of a death in the immediate family or household.  The 

immediate family is interpreted to include father, mother, grandparents, sister, brother, husband, wife, son 

or daughter and in-laws of the same degree of relationship.  Time may be allowed when needed for the 

death of a relative outside the immediate family or of other persons where the closeness of relationship 

warrant.  Additional days may be allowed at the discretion of the Executive Director when requested to be 

taken from personal leave, sick leave, compensatory time or vacation time.

9. Jury Duty


Staff members may serve on juries when called.  No reduction of an employee's salary shall be made for 

absence from work resulting from jury duty.  Governmental reimbursement to employee for jury service, 

exclusive of travel expenses, shall be turned over to the Association.

3.1
PERSONNEL POLICY
10. Leaves of Absence Without Pay


Any employee who has exhausted sick leave or vacation time and is mentally or physically incapacitated 

to perform his/her duties or who wishes to absent himself/herself from regular duties may be granted a 

leave of absence.  Such leave shall be granted only when it is deemed to be in the best interest of MLA 

and shall be granted in one month increments not to exceed one 
year.   The Executive Director may 

approve unpaid leave for less than one month.


The Board will consider leave requests for a leave of absence for the Executive Director or for leaves of 

over one month requested by staff.  There shall be no guarantee that the employee shall be reinstated to 

the same position within the organization.


Employees on unpaid leave do not accumulate vacation, sick, or personal leave.   Health 
insurance may 

be continued at the employee's expense.

11. Unauthorized Leave (absence without leave)


Any absence of an employee from duty that is not authorized by a specific grant of leave of absence 

under the provisions of this Personnel Policy shall be deemed to be an absence without leave.  Any such 

absence shall be without pay and may be made grounds for disciplinary action.  In the absence of such 

disciplinary action, any employee who absents him/herself on three consecutive work days without leave 

shall be deemed to have resigned.

12. Other Leaves


MLA employees are also eligible for such leaves as may be provided for by State or Federal Law.

13. Holidays


The annual paid holiday allowance is ten days for all staff.  Holidays are pro-rated for part-time staff c
consistent with their normal work schedules. All full-time employees receive the day off with pay for the 

following holidays: New Year's Day, Martin Luther King, Jr. Day, 
President’s Day, Memorial Day, 

Independence Day, Labor Day, Columbus Day, Veteran’s Day, Thanksgiving Day, and Christmas Day.


A holiday falling within a vacation period or on regularly scheduled day off shall not be counted as 

vacation time.


When an employee is eligible for Workers Compensation payment, s/he may supplement these payments 

with a pro-rated portion of employee’s sick leave so that the combination of the two will equal his regular 

pay.  If a staff member should exhaust his accumulated sick leave, s/he will receive Workers 
compensation payments only.

14.
Personal Leave


No personal leave is currently provided by MLA.

Benefits:

1.
Eligibility  


MLA contributes to a medical insurance program for the Executive Director monthly,  up to $400/month 
or $5000/year for insurance coverage.

The following benefits apply:

Benefit


Position/ Hours Worked Per Week 

Effective date of eligibility

Medical Stipend

Executive Director; 40 hours/week

Employment

2.
Long-term Disability and Workers' Compensation  


Disability benefits are provided each employee through and within the limitations and exclusions 


of the Minnesota Workers' Compensation rules currently in force.
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3.
Retirement Benefits   

Contributions to a retirement account will be provided after a probationary period of 6 months. For full-time staff, MLA will contribute 5% pegged to total salary to a retirement plan.
4. Benefits for Terminating Employees


In congruence with the action of the 1983 Minnesota State Legislature, MLA does not provide extended 

health care insurance to terminating employees.

Staff Development:

Continuing education and professional development of staff is vital to effective service to the participants in MLA.  The Board encourages the development of each employee to the fullest potential.  The Executive Director is expected to take an active part in professional activities at the regional, state and national levels.

1.
Professional Meetings


Staff shall be reimbursed for attendance at professional meeting/conferences within the Association’s 

budgeted ability to pay as authorized by the Executive Director in consultation with the Board president. 

Reimbursement may cover such costs as transportation registration fees, housing, meals.

2.
Course Tuition and Workshops


To encourage development upon recommendation of the Executive Director, MLA may, if budget allows, 

reimburse an employee for expenses incurred in obtaining approved training which is relevant to the 

employee's present or future job responsibilities.  At the discretion of the Executive Director, employees 

may attend various kinds of training sessions as part of their regular work hours.

Miscellaneous Policies: 

1.
Reimbursement for Job-Related Travel


Employees shall be reimbursed for mileage at the rate equivalent to that used by the IRS for tax 

purposes.  Parking and miscellaneous fees accrued in job-related activities shall also be reimbursed.


Authorization of use of reimbursement for use of personal vehicle shall be made by the Executive 


Director who may also determine the cost of reimbursement for the most efficient means of 


transportation on MLA business.

2.
Board Representation


The Board President or Board member(s) designated by the President may represent the Association at 

local, state and national conferences and participate in training opportunities on behalf of the Association.  

Reimbursement for expenses must be authorized in advance by the Board president. Association funds 

may be mingled with member library funds with the understanding that Board members will then 

represent all the institutions for which they are responsible.  

Sexual Harassment:

MLA is committed to maintaining a work place free of sexual harassment and all forms of sexual intimidation and exploitation.  To create a work environment, which is fair and free of coercion, the Association has adopted the following policy:

1.
Definition 


"Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of 


a sexual nature constitute sexual harassment when:

a) submission to such conduct is made either explicitly or  implicitly a term or condition of an individual's employment,
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b) submission to or rejection of such conduct by an individual issued as the basis for employment or promotion decisions affecting such individuals, or

c) such conduct interferes with an individual's work performance or creates an intimidating, hostile, or offensive working environment."

2.
Recourse

When sexual harassment occurs, the offender should be confronted immediately and informed of the 

inappropriateness of the behavior.  When circumstances are such that one does not choose to confront 

the offender, or needs help or advice, he or she may choose to consult with the Executive Director.  MLA 

is sensitive to the needs of complainants for privacy and 
confidentiality, and will respect those needs.  However, the Association's legal obligations to protect others from harassment means that the Association cannot guarantee anonymity to complainants.  The Executive Director will discuss with the 

complainant the response by MLA appropriate to the circumstances.  (If the Executive Director is alleged to be the offender, the complainant may contact the Board President directly.)


The Executive Director may speak informally with the alleged harasser and his or her supervisor in an 

effort to correct the offending behavior and prevent retaliatory behavior.  If a formal complaint is desired, 

persons may file a formal grievance with the Board of Directors.

3.
Policy Notification

The Executive Director shall make it clear to all Association employees that conduct which can be c
construed as sexually harassing is prohibited and is grounds for disciplinary action.

Revisions to Personnel Policy:

Personnel Policy revision may be made by the action of the Board of Directors at any time.  Nothing in these personnel policies should be construed as a contract.

3.2 
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January 31, 1991; December 31, 1994; December 1, 1995; July 1, 1997; September 28, 1999; March 18, 2002

Reports To: 

MLA Board of Directors/President
Position Purpose:  

The Executive Director shall be the Chief Operating Officer of the Minnesota Library Association. The Executive Director reports to the President, the Chief Executive Officer.  As COO, he/she shall provide leadership and direction to the programs, services and activities of the Association.  He/she shall carry into effect all the policies and procedures of the Board of Directors, and shall represent the Association and the Board of Directors in all matters related to the effective functioning of the Association.

The Executive Director shall serve as the financial officer and administrative manager of MLA.  He/she shall supervise all staff and has charge of the MLA office, its records, property and equipment.  The function of the MLA office is to provide and maintain a central association office and serve as a clearinghouse for all association activities.

The Executive Director shall be an ex officio member of the Board of Directors and all the committees of the Association and shall provide appropriate leadership, guidance and support for volunteer committee chairs and members to facilitate committee work and to further the efficient operations of the Association.

Under the supervision of the MLA President, the Executive Director shall perform the following job functions:

Authorities:

1. The Executive Director represents the Association in all contracts regarding the business of the Association and its activities.

2. The Executive Director acts within policy to effectively promote and administer the work of the Association.

3. The Executive Director employs, discharges, and manages the work of all Association employees.
4. The Executive Director coordinates committee activity and that of its volunteers on behalf of the Board of Directors of Directors.  

It is recognized that the responsibility of the Executive Director is often to facilitate, coordinate, encourage and monitor the work of members, committees, and the Board of Directors of MLA.  The Executive Director will provide his/her best efforts to assure that others carry out their tasks and reach the Association’s goals.

Association and Subunit Support:

1. Serve as an ex officio member of all divisions, subunits and committees of the Association and serves as a liaison between these groups and the MLA Board of Directors.

2. Work with the Board of Directors acting as the long-range planning committee to develop and maintain a five-year plan to guide the growth and future direction of the Association.

3. With the Secretary, recommends policies and develops procedures for all functions of the Association.  Notify the Board of Directors of potential exceptions.  Responsible for bringing to the Board of Directors proposed revisions and new procedures that may be necessary for that Association for legal or financial purposes. 

4. Prepare and maintain a master calendar of all Association activities including division, subunit and committee meetings, seminars and workshops.  

5. Periodically deliver past meeting files to Minnesota Library Association archivist for storage in Minnesota Library Association archives housed at the Minnesota Historical Society. 
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6. Prepare a list of the nominees selected by the Nominating Committee and a nominating petition blank and mail these as official publications of the Association to the membership no later than June 1. Receive petition blanks. Prepare the official ballot. The Secretary may delegate the actual copy preparation and mailing.

Member Services and Support:
1. With the Membership Committee and the Board of Directors, develop and carry out an annual plan to increase and retain membership and provide services to the members.  

2. Promotes the positive image of the Association and serve as the editor of the newsletter with full editorial control of this publication. 

3. Develop strategies to market the Association activities to MLA members and to the community.

Annual Conference and Programming:

1. With the Conference Oversight and Conference Program Committees, responsible for planning and executing the annual three-day conference.  This includes, but is not limited to, contract negotiations, site selection, solicitation of exhibitors, sponsorships, and advertising. 

2. With the Board of Directors, responsible for the overall management of all events (workshops, seminars, conferences, etc.) sponsored by MLA or any of its subunits. 

3. The Executive Director will work with subunits to provide programs of interest to the library community and may work in collaboration with other library organizations and institutions on these programs.

Budget and Finance:
1. With the Treasurer and the Budget and Finance Committee, develops an annual budget for the approval of the Board of Directors; authorized to jointly approve exceptions to the budget with the Treasurer. 

2. With the Budget and Finance Committee, ensure that an efficient accounting system is in place and that the Association's financial position is clearly apparent to the Board of Directors at all times.  

3. With the Treasurer, the Executive Director sees that an effective investment policy is in place and that the Association's funds are invested in a sound financial manner.

Personnel:

The Executive Director is responsible for hiring, supervision, job reviews and discipline for all personnel of the Association within policy guidelines established by the Board of Directors.

The function of the MLA office is to:

1. Provide and maintain a central Association office. 

2. Serve as a clearinghouse and provide administrative support for all MLA.
3. Serve as a liaison between the Board of Directors and all committees, divisions and subunits. 
4. Serve those administration functions which will make the most appropriate and effective use time.  

3.3
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December 31, 1994; March 20, 1998; October 20, 2000; March 18, 2002

Reports to:  

MLA Executive Director

Position Purpose:  

1. To create and maintain membership and business records as required by law and for management purposes.

2. To create and maintain an efficient and pleasant working atmosphere in which all clerical and bookkeeping tasks are accomplished in a timely and accurate manner.

Job Functions:

1. Handle all incoming telephone calls with courtesy and efficiency.  When appropriate, return messages received on answering machine, Fax, or e-mail in a timely manner.  Assure the MLA office is staffed according to established schedule.  

2. Establish priorities for the use of clerical time, yours and other's, so that clerical workflow is consistent with the needs of staff, members and volunteers.

3. Maintain accounts payable files, and maintain contact with vendor personnel, members and/or volunteers regarding payments of accounts. Draft checks according to established routine, and keep MLA staff informed of status of accounts.

4. Maintain a system for tracking accounts receivable from all sources.  Work with staff to assure that billings for membership services, advertising and other administrative office support are issued promptly and accurately.  Keep sufficient records to inform staff of account balances.

5. Provide bookkeeping services for Association in an accurate and timely manner.  Prepare quarterly tax forms, and provide information to staff and/or CPA for preparation of annual 990 Form. Work closely with staff to provide information for annual audit. Prepare financial reports as requested.

6. Support the data processing work of MLA by providing accurate and timely data entry services.  At times of data entry overload work, retain and supervise temporary help for that purpose. Provide statistical membership information to compile reports for staff, Board of Directors and committee work when requested. 

7. Maintains a filing system to house all Association records including membership information; committee, division and subunit records and correspondence; conference records and contracts; advertising contracts and copy; newsletter information; equipment records and financial data.  Assure that no important information is lost, and that information can be retrieved as needed in a timely manner.

8. Maintains accurate inventory record of all MLA office supplies, equipment, postage meter and bulk mail balances.  Report needs to staff and order items in a timely manner to keep Association operating efficiently.  Monitors repair and maintenance records of office equipment and contracts services when needed. 

Daily Tasks:

1.
Attend to financial mail -- post and maintain accounts receivable, accounts payable records and prepare bank deposits.

2.
Prioritize clerical work as assigned by supervisor. If unable to meet daily expectations, must inform supervisor.

3.
Data entry will include: 1) All membership information in database and respond to any other membership requests via phone or mail.  2) Enter any conference exhibitor information and/or workshop or programming data.  3) Respond to requests for advertising or any other association information.  

4.
Backup computer systems and maintain appropriate logs.

3.3
OFFICE MANAGER POSITION
5.
Maintain association files.

6.
Respond to any member/volunteer requests regarding room reservations, refreshments, supplies, statistics and/or records.

Weekly Tasks:

1.
Prepare weekly status reports of accounts receivable and accounts payable. Discuss status with supervisor.  

2.
Collect invoices, maintain records.

3.
Fill orders for label requests.

4.
Maintain check register.

Bi-Weekly:

1.
Prepare payroll, post journals.

2.
Write checks for invoices received.

3.
Maintain inventory of supplies, postage and bulk mail account. Order supplies as needed.

Monthly:

1.
Work with supervisor to close monthly financial transactions and prepare monthly statements for all of the accounts for the Board of Directors.

2.
Prepare outstanding billings, prepare statement for supervisor.

3.
Work with supervisor to reconcile all bank statements. 

Quarterly:

1.
Prepare quarterly state and federal payroll reports.

2.
Work with supervisor to prepare quarterly reports for Board of Directors for all accounts.

Annually:

1.
Work with supervisor to prepare all financial reports including information needed for filing the 990 Form.

2.
Work with supervisor to prepare year-end annual financial report.

3.
Provide information needed for CPA to perform annual audit.

4.
Maintain depreciation schedule.

5.
Assist with coordination of data entry of membership directory and conference programs.

Qualifications:

1.
Requires high degree of ability to work under own initiative and without supervision, proficiency and experience 

in word processing and database management in addition to accuracy and attention to detail.

2.
Requires excellent interpersonal skills and sensitivity to the Association's volunteer/committee structure and needs.
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1980; April 17, 1986; October 31, 1991; November 21, 1997

Article I. Name And Affiliations

Section 1.  
The name of this organization shall be the Academic and Research Libraries Division of the Minnesota Library Association.

Section 2.  
This organization is also the Minnesota Chapter of the Association of College and Research Libraries of the American Library Association.

Article II. Purpose

The aim and purpose of this Division shall be to identify and seek solutions to mutual problems on the academic and research library level of librarianship, to improve services, and to encourage development of librarians, and to stimulate cooperation among libraries.

Article III.  Membership

Anyone interested in the objectives of the Division is eligible for membership.  Division members are those Active Members of the Minnesota Library Association who have chosen to belong to the Division.  Members of the Association of College and Research Libraries who live in Minnesota and are thus members of the Minnesota Chapter are automatically members of the Division.

Article IV. Officers

Section 1. 
The officers of this Division shall be a Chair, a Chair-Elect who shall serve as Vice-Chair, a Past Chair, a Secretary-Treasurer, an Information Coordinator, and two Members-at-Large, all of whom shall be Division members in good standing.  The Chair, Past Chair, and Chair-Elect shall also be members in good standing of both the Minnesota Library Association and the Association of College and Research Libraries.

Section 2. 
The officers of the Division shall be selected according to the provisions of Article VII. Nominations and Elections.

Section 3. 
The officers shall take office at the beginning of the Minnesota Library Association's fiscal year following their election.

Section 4. 
The Chairperson shall hold office for one year without immediately succeeding her/himself. The Vice-Chairperson shall hold office for one year and shall succeed the Chairperson.  The Secretary-Treasurer and Information Coordinator shall hold office for two years and may be re-elected.  The Members-at-Large shall hold office for two years and may not immediately succeed themselves.  One Member-at-Large shall be elected each year.

Chairperson
(See Section 2.9 for more information.)

Section 5. 
The Chairperson shall preside at all meetings of the Division and of the Executive Committee, shall enforce all the laws and regulations relating to the administration of the Division, and shall be an ex-officio member of any Standing Committees with the exception of the Nominating Committee.  She/he, or a designee, shall represent the Chapter at appropriate ACRL meetings and functions.

Section 6. 
She/he shall call meetings of the Executive Committee twice a year or oftener as deemed necessary.  She/he shall call a meeting of the Board of Directors no later than thirty days after the "beginning of the fiscal year, or for the purpose of planning the activities of the Division.

4.1
ACADEMIC AND RESEARCH LIBRARIES DIVISION
Chairperson-Elect
Section 7. 
She/he shall serve the first year as Chairperson-Elect and as Chairperson of the Program Committee.  The second year she/he shall serve as Chairperson and the third year as a member of the Executive Committee.

Section 8. 
In the temporary absence of the Chairperson, the Vice-Chairperson shall assume all the powers, prerogatives, and obligations of the Chairperson for the period of such absence.

Section 9. 
In the event of the permanent loss of the Chairperson, the Vice-Chairperson shall assume the office of the Chairperson for the remainder of the current year and shall succeed herself/himself as Chairperson for the following year.

Temporary Chairperson

Section 10. 
In the event of the absence of the Chairperson and the Vice-Chairperson from any meetings of the Division or the Executive Committee, one of the members present shall be elected to preside, but without the powers and prerogatives of the Chairperson.

Secretary-Treasurer

Section 11. 
The Secretary-Treasurer shall record the minutes of the meetings of the Division, shall distribute announcements of meetings, shall keep a file of the Division's records, and shall send a report of the Division's meetings to the Secretary of the Minnesota Library Association. She/he shall maintain a list of members and interested people.  Being custodian of any and all funds of the Division, the Secretary-Treasurer shall prepare an annual financial statement and shall present it to the members of the Division at the time of the Fall meeting and to the Treasurer of the Minnesota Library Association.  She/he shall present a financial statement to the Executive Committee whenever that body shall request it.

Information Coordinator

Section 12. 
The Information Coordinator shall be responsible for the placement of all Division announcements and reports on activities in the MLA Newsletter and in College and Research Libraries News.

Members-At-Large

Section 13. 
The Members-at-Large shall serve as full, voting members of the Executive Committee. 

Article V. Executive Committee

Section 1.  
The Executive Committee shall consist of the present officers, the immediate Past Chairperson and the Chairpersons of any Standing Committee.  The Chairpersons of ad hoc committees shall serve as ad hoc members at the discretion of the Board of Directors.

Section 2.  
The duties of the Executive Committee shall include the following:

a) It shall authorize expenditures of all Division funds in accordance with the provisions of Article X. Finances.

b) Except as otherwise provided in these bylaws, it shall appoint the Chairperson of standing and special committees.

c) It shall appoint the members of the Nominating Committee.

d)
It shall act for the Division in the intervals between meetings.

e)
Except as otherwise provided in these bylaws, it shall fill vacancies in office until successors can be chosen through the normal procedure.

f)
It shall serve as the central management and coordinating body of the Division, keeping in close touch with committees to which it may recommended activities and from which it shall require written reports at least once a year and personal representation at the Board of Directors meetings as needed.
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Article VI. Committees

Committee Membership
Section 1.  
Committees may be either ad hoc or standing.  Except as otherwise provided in these bylaws, committee personnel shall be selected by the chairpersons, with the advice and consent of the Executive Committee, from personal members in good standing with the Division.

Section 2.  
Appointment to standing committees shall not exceed two years and shall terminate with the appointment of their successors or their discharge.  An individual may be reappointed for an additional one-year term.

Committee Meetings
Section 3.  
Chairpersons shall call regular meetings of their committees.  In addition committees shall meet at the call of the Chairperson of the Division or of the Executive Committee.

Section 4.  
Every committee shall keep minutes of its meetings and furnish copies to the Secretary-Treasurer and to all the committee's members.

Section 5.  
At the close of its work, and at other times as the Executive Committee may direct, each committee shall make a report to the Division or the Executive Committee.  Copies of final reports shall be filed with the Secretary-Treasurer of the Division.

Section 6.  
The Secretary-Treasurer shall make all past committee reports available to each new chairperson on request.

Article VII. Nominations and Elections

Nominations
Section 1.  
The Executive Committee shall appoint, within 90 days of the beginning of the fiscal year, a Nominating Committee consisting of a chairperson and three members.

Section 2.  
The Nominating Committee shall prepare a slate of one or more candidates for each elective office to be filled at the next annual election and shall secure written consent from each candidate to enter her/his name in nomination. The Committee shall report by a specified date to the Executive Committee.

Elections
Section 3.  
The election shall be held annually and shall be accomplished either at a meeting of the Division or through a mail ballot.  The choice shall be determined annually by the Executive Committee. Officers shall be elected by a simple majority of votes cast.

Article VIII. Meetings

Division Meetings
Section 1.  
There shall be at least one Annual Conference of the Division separate from meetings of the Association.  This shall be at a time and place determined by the Executive Committee.

Section 2.  
The Executive Committee shall set the fee of all individuals attending division meetings, in accordance with the Minnesota Library Association policy.

Section 3.  
Other meetings of the division may be called at any time with the approval of the Executive Committee.

Section 4.  
The call of any meeting of the Division shall be issued by the Executive Committee at least thirty days prior to the date of the meeting.

Executive Committee Meetings
Section 5.  
Meetings of the Executive Committee shall be called by the Chairperson.
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Quorum
Section 6.  
Ten percent of current membership shall constitute a quorum authorized to transact any business duly presented at any meeting of the Division.

Section 7.  
Four members shall constitute a quorum of the Executive Committee.

Section 8.  
A majority of any committee shall constitute a quorum of that committee.

Parliamentary Authority
Section 9.  
Robert's Rules of Order, Newly Revised, in the latest edition shall govern the Division in all cases to which it can be applied and in which it is not inconsistent with the Articles of Incorporation, the bylaws, or special rules of the Association or with the bylaws or special rules of the Divisions.

Article IX. Amendments

Section 1.  
These Bylaws may be amended at any regular meeting of the Division by a two-thirds vote, provided that the amendment has been submitted in writing at the previous regular meeting or that notice of the amendment has been given in the call of the meeting.

Section 2.  
The Executive Committee shall include notice of a proposed amendment in the call of the meeting upon the fulfillment of any of the following conditions:

a) Recommendation of the Executive Committee.

b) Submission of an amendment in writing at the previous regular meeting.

c) Presentation to the Secretary-Treasurer of the Division, at least six weeks prior to the meeting, of an amendment petition signed by no less than ten personal members in good standing.

Article X. Finances

Section 1.  
No committee, officer or member of the Division shall incur any expenses in its name unless properly authorized, nor shall the Secretary-Treasurer make any payment except for expenditures so authorized.

Section 2.  
Division funds shall be expended only upon authorization by the Executive Committee. At the beginning of each fiscal year the Executive Committee shall prepare and adopt a budget, assigning to each officer and committee the funds it may expend during the year.  The budget, subject to later revision as conditions may require, constitutes Executive Committee authorization in the amounts and for the purposes specified.

Section 3.  
The Executive Committee shall establish procedures for the receipt and disbursal of Division funds and require an annual statement from the Secretary-Treasurer.

4.2
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October 9, 1996
Article I. Authority

This Division shall be organized in accordance with the Articles of Incorporation and Bylaws of MLA.
Article II. Name

This Division shall be the Public Libraries Division of the Minnesota Library Association.

Article III. Purpose

The purpose of this Division shall be to promote the development of public library services and to provide a clearing house for the interests and problems of the members of the Division.

Article IV. Membership

Membership in this Division is open to all personal members of the Minnesota Library Association.

Article V. Officers

Section 1. 
The Officers of the Division shall be a Chairperson; a Vice-Chairperson, who shall serve as Chairperson-elect, a Secretary, and two Directors-at-large.  Any member of Public Libraries Division is eligible to be an officer.

Section 2. 
Officers of the Division shall be selected according to the provisions of Article IX. 

Section 3. 
The term of office of the Chairperson and Vice-Chairperson shall be one year.  The term of office of the Secretary and the two Directors-at-large shall be two years.  One Director-at-Large shall be replaced each year.

Chairperson
(See Section 2.10 for more information.)

Section 4. 
It shall be the duty of the Chairperson to preside at all meetings of the Division; to appoint committees; to fill permanent vacancies on the Executive Committee by appointment and to perform any other duties pertaining to this office.

Vice-Chairperson

Section 5. 
In the absence of the Chairperson, it shall be the duty of the Vice-Chairperson to perform all duties of the Chairperson.

Secretary

Section 6. 
It shall be the duty of the Secretary to record all the minutes of all business meetings of the Division; to prepare such correspondence as the Chairperson shall direct; to maintain files of the minutes and correspondence.

Directors-at-Large

Section 7. 
It shall be the duty of the two Directors-at-large to attend Executive Committee meetings; and to perform such duties as the Chairperson shall direct.

Article VI. Executive Committee

Section 1. 
The Executive Committee shall consists of the officers of the Division and the immediate Past Chairperson of the Division.  A representative from each committee and action group may sit with the Executive Committee, but have no vote.

Section 2. 
Officers of the Division shall serve on the Executive Committee for their fully elected terms.  The Past Chairperson shall serve for one year.  Representatives shall sit with the Executive Committee for the duration of the committee or action group.
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Section 3. 
The presiding officer shall be the Chairperson of the Division; the Vice-Chairperson shall serve in the absence of the Chairperson.

Section 4. 
The Executive Committee shall be responsible for planning programs at the Annual Conference.

Article VII. Meetings

Section 1. 
The Division shall hold at least one business meeting each year.  This meeting shall take place during the Annual Conference of the Minnesota Library Association.

Section 2. 
The Executive Committee shall meet when deemed necessary by the Chairperson or by at least two members of the Executive Committee.

Section 3. 
Ten (10) days notice of a meeting of the Executive Committee shall be given to each member and to a representative of each committee and each action group by phone or mail.

Quorum 

Section 4. 
Three (3) members shall constitute a quorum of the Executive Committee.

Article VIII. Committees And Action Groups

Section 1. 
The Chairperson shall appoint committees as deemed necessary to carry on Division business.

Section 2. 
Upon written petition of ten members of the Division, the Chairperson shall appoint a committee for the purpose stated in that petition.

Section 3. 
The Chairperson shall be an ex-officio member of all committees, except the Nominating Comm.
Action Groups

Section 4. 
Personal members of the Division, at their own will or by volunteering to projects proposed by the Executive Committee, may choose to form action groups for specific projects.  A short statement of membership, purpose, goals, and duration of operation shall be submitted by the group to the Chairperson to establish the action group.  Summary communications on progress of the group shall be made in writing for the duration of the project; these summary communications shall be sent to the Chairperson for consideration and/or for endorsement of the Executive Committee and for dissemination to the Division membership. These action groups may meet as frequently as necessary for their stated duration.

Article IX. Nominations And Elections

Section 1.  
It shall be the duty of the Chairperson to appoint a Nominating Committee which shall consist of a Chairperson and two other members.  This committee shall submit to the membership a slate of candidates for the offices of Vice-Chairperson, Secretary, and one Director-at-large at the annual election.  Secretary is elected in alternate years.  There shall be one or more candidates for each office of the slate submitted by the Nominating Committee.

Section 2. 
Officers shall assume office concurrently with MLA officers after being elected at the regular business meeting.  Notice of annual election shall be printed in the MLA Newsletter.

Article X. Amendments

These Bylaws may be amended by a simple majority of those members present and voting at any business meeting, provided notice of the proposed change has been given in the call for the meeting.

Article XI. Parliamentary Authority

The latest edition of Robert's Rules of Order shall be the parliamentary authority on all matters not governed by the Articles of Incorporation and Bylaws of the Minnesota Library Association or the Bylaws of this Division.

4.3
MINNESOTA LIBRARY TRUSTEES AND ADVOCATES

October, 1973; October, 1974; September, 1977; May, 1983

Article I. Name

Section 1. 
This organization shall be known as the "Minnesota Library Trustees and Advocates, a Division of the Minnesota Library Association." 

Article II. Objectives

Section 1. 
To promote, develop and extend library service in the State of Minnesota through cooperation with MLA and the Minnesota Department of Education.

Section 2. 
To provide library trustees with the opportunity for an exchange of ideas.

Section 3. 
To supply information to the public with regard to library services and finances.

Section 4. 
To stimulate the interest of trustees in becoming more effective in developing library policies.

Article III. Memberships

Section 1. 
Any person who is a member of the MLA who has been or is a library trustee or member of the Board of Directors of a library or library agency may become a member of this association.

Section 2. 
Members of the MLTA  present at a meeting shall be entitled to one vote on any question.  A quorum consists of ten members.

Article IV. Dues

Section 1. 
By majority vote of the membership present and voting the MLTA may levy additional dues to finance special projects, programs and conference attendance.

Article V. Officers
(See Section 2.11 for more information.)

Section 1. 
There shall be a Board of Directors of directors consisting of a member from each of the existing library regions.  Each library regional library Board of Directors shall select a representative from the region, who may or may not be a member of a library Board of Directors.  The term of office shall be two years, limited to two consecutive terms, or until a successor is selected.  A quorum shall consist of a simple majority.

Section 2. 
The officers of the Minnesota Library Trustees Association shall be a President, Vice-President/President-Elect and Secretary, elected from the membership for a period of two years or until their successors are elected and qualify.  They are to hold office no more than two consecutive terms.

Section 3. 
The Executive Committee shall consist of the Officers and the immediate past president.

Article VI. Amendments

Section 1. 
This constitution may be amended by a majority vote of members present and voting at the Annual Conference, provided notice of the proposed change has been given in the formal call for the meeting.  

Article VII. Bylaws

Section 1. 
Bylaws may be adopted, amended or suspended by a majority vote of members present and voting at the Annual Conference, provided notice of the proposed change has been given in the call for the meeting.
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Bylaws 

Article VIII. Officers

Section 1. 
The terms of all officers of the MLTA, a division of MLA shall commence at the adjournment of the Annual Conference at which they were elected.

Section 2. 
Each officer shall render an annual report to the association at the Annual Conference and said reports shall be filed and preserved with the records of the association.

Article IX. Budget

Section 1. 
The Executive Committee shall prepare a budget for the operation of the association to be submitted to the MLA Executive Committee.  Expenditures of funds shall be in accordance with MLA procedures.

Article X. Committees

Section 1. 
The Executive Committee of this association shall appoint the following:  An MLA Conference (or Trustees) Programming Committee.

Section 2. 
Special committees may be appointed for a specific purpose by the President with the approval of the Executive Committee.

Section 3. 
The President shall be an ex-officio member of all committees.

Section 4. 
The Board of Directors shall meet at least twice a year.  Special meetings may be called by the president.  Ten days notice of a meeting of the Board of Directors shall be given to each member.  

5.1
CHILDREN'S AND YOUNG PEOPLE'S SECTION


October, 1993

Article I. Name 

The name of this organization shall be the Children's and Young People's Section of the Minnesota Library Association.

Article II. Purpose 

The Section shall promote and develop library service to children and young people in the State of Minnesota.

Article III. Membership

Any member of the Minnesota Library Association may become a member of this section.

Article IV. Officers

Section 1. 
The officers of this Section shall be Chair, a Vice-Chair/Chair Elect, and Past Chair.

Section 2. 
All officers shall serve without compensation.

Section 3. 
The "Executive Committee" shall consist of the Chair and officers.

Article V. Voting 

Section 1. 
Membership in the Section shall entitle each member to one vote for each question or motion submitted for decision.

Section 2. 
A quorum shall consist of ten members present and voting at any regular meeting of the Section.

Article VI. Management

Section 1. 
The administration of the affairs of the Section shall be vested in the Executive Committee.

Section 2. 
The Executive Committee shall coordinate activities and policies of the Section, shall have authority to conduct all business pertaining to the Section as a whole, between meetings of the Section, and shall act in an advisory capacity to the Minnesota Library Association.

Article VII. Amendments

The Constitution may be amended by a two-thirds affirmative vote of the members present and voting at any given regular meeting, provided that notice of the proposed amendment has been given with the call for the meeting.

Article VIII. Bylaws

Bylaws may be adopted, amended or suspended by a majority vote of the members present and voting at any regular meeting, provided that notice of the proposed change or addition has been given with the call for the meeting.

Bylaws
Article I. Annual Dues

Annual dues are determined by the Minnesota Library Association Board of Directors.

Article II. Duties of Officers

Section 1. 
The Chair shall preside at all meetings of the Section and act as chair of the Executive Committee.  He/She shall keep an account of receipts and disbursements of all monies for the Section; attend to all the correspondence of the Section and report annually to the Section.  In the event he/she is unable to attend any meetings of the Section, the Vice-Chair shall preside.
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Section 2. 
The Past Chair shall keep an accurate record of all the meetings of the Section.   Within fifteen days after the CYP Annual conference, he/she shall file a copy of the minutes with the office of the Minnesota Library Association.  He/she shall act as a member of the Executive Committee.  In the event he/she is unable to attend any meetings of the Section, it shall be his/her obligation to see that a proxy is appointed to carry out his/her duties.

Section 3. 
The Vice-Chair/Chair-Elect shall act as a member of the Executive Committee.  He/She shall preside at any meetings of the Section if the Chair is unable to attend.
Section 4
CYPS will provide a representative to the Minnesota Literacy Coalition to represent MLA. MLA will pay the membership fee. The representative will report regularly to the board.
Article III. Duties of the Executive Committee

Section 1.
The Executive Committee shall determine all matters of policy and progress of the Section and prepare the Section's annual budget request.

Section 2.
The Executive Committee shall cooperate with the Board of Directors of the Minnesota Library 



Association in preparing a program of speakers and order of business for the regular meeting of CYP. 

Section 3.
The Executive Committee shall act for the Section in the intervals between meetings.

Section 4.
In the event of a vacancy in the Chair the Vice-Chair will finish the term of office; in the event of a 


vacancy in the Past Chair, the Chair will appoint a member of the Section to finish the term of office; in 


the event of a vacancy in the Vice-Chair/Chair-Elect the position will remain vacant until the next election.

Section 5.
The Executive Committee shall prepare a slate of one or more candidates for the position of 

Vice-Chair/Chair-Elect for presentation and nomination for election at the CYP Annual Conference.

Article IV. Meetings

Section 1. 
The Annual Conference of the Children's and Young People's Section shall be held in conjunction with the Annual Conference of the Minnesota Library Association.  The notice of the Annual Conference of the Minnesota Library Association shall be considered the official call to the Annual Conference of this Section.

Section 2. 
Other meetings may be held on the call of the Chair, providing one month's notice is sent by the Past Chair of the Section to all members.  The rules contained in Robert's Rules of Order Revised, shall govern this Section in all cases to which they are applicable, and in which they are not inconsistent with the Constitution and Bylaws of this Section or the Minnesota Library Association.

Article V. Election Of Officers

Section 1. 
A ballot containing name(s) of candidate(s) for the office of Vice-Chair/Chair-Elect will be presented at the CYP Annual conference.  Nominations will be accepted from the floor.

Section 2. 
Ballots shall be counted by the Past Chair at the CYP Annual conference and the results reported immediately. 

Article VI. Term Of Office

Section 1. 
The Vice-Chair/Chair-Elect term of office commences January 1 of the year following the election and serves three years: 1 year Vice Chair/Chair Elect, 1 year Chair, and 1 year Past Chair.
5.2
REFERENCE AND ADULT SERVICES SECTION


August 19, 1988

Article I. Name

The name for this section shall be the Reference/Adult Services Section of the Minnesota Library Association (MLA).

Article II. Purpose 

The purpose of this Section shall be to stimulate and support full access to library services which are user-oriented.  The Section seeks to bring about the fullest use of all media in meeting the educational, informational, recreational, and social interests and needs of users and potential users of all types of libraries.

Article III: Membership

Members of this Section shall be those members of the Minnesota Library Association who designate the Reference/Adult Services Section on their membership form.

Article IV. Officers 

Section 1.  
The officers of this Section shall be a Chairperson, a Chairperson-Elect who shall serve as 


Vice-Chairperson, and a secretary, all of whom are members of the Section.     

Section 2. 
The Secretary shall serve for 2 years. The Vice-Chairperson/Chairperson-Elect shall serve one year as 


Vice-Chairperson and a second year as Chairperson.  Officers shall take office at the beginning of the 


MLA  fiscal year following their election.

Article V. Duties Of Officers 

The Chairperson presides at all meetings of the Section, appoints such committees as deemed necessary to carry on Section business and performs other duties as appropriate to this office, such as:  preparation of the budget requests; preparation of annual reports; accounting for all monies handled by the Section.  The Chairperson serves as Program Chairperson for the Annual Conference programs.

The Vice-Chairperson shall perform all duties of the Chairperson in his/her absence and shall be responsible for all program(s) other than the Annual Conference program(s).

The Secretary records and distributes the minutes of all business meetings of the Section.  Copies of the minutes shall be submitted to the RASS Chairperson and the President, President-Elect and Executive Director of MLA.  The Secretary also prepares Section correspondence, takes attendance at all meetings and submits highlights of all programs to the MLA Newsletter.

Article VI. Nominations, Elections, Resignations, Removals and Vacancies.

Section 1. 
The Chairperson shall appoint a Nominating committee of three members of the Section.  They 



shall submit to the Executive Committee candidates for the offices of Vice-Chairperson/Chairperson-


Elect and, on alternate years, Secretary.  Elections will be by mailed ballot prior to the annual business 


meeting.  The Secretary shall be responsible for:  calling for nominations from the members at large 


through  the MLA Newsletter; announcing nominations in the MLA Newsletter; and mailing out ballots 


prior to the annual business meeting.  New 
officers will be announced at the annual business meeting.

Section 2. 
An officer may resign from office.  A formal letter of resignation is required.  An officer may be removed 


from office in accordance with MLA  bylaws.

Section 3. 
The officers shall be authorized to appoint a successor to fill the term of any officer of this Section until 


the next annual election.
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Article VII. Meetings

The Section shall hold at least one business meeting each year.  This meeting shall take place during the Annual Conference of MLA.

Article VIII. Amendments

These By-Laws may be amended by a simple majority of those members present and voting at any business meeting, provided notice of the proposed change has been given to the members at large in the call for the meeting.

Article IX. Parliamentary Authority 

The latest edition of Robert’s Rules of Order shall be the parliamentary authority on all matters not governed by the 
Articles of Incorporation and By-Laws of the Minnesota Library Association or by the By-Laws of this Section.

5.3
SUPPORT STAFF AND PARAPROFESSIONALS INTEREST SECTION


January, 1996; April, 1998; September 26, 2002
Article I.  Name

The name of this Section shall be the Support Staff and Paraprofessional Interest SectioN (SSPIN) of the Minnesota Library Association.

Article II.  Purpose

Section 1.
Promote and encourage the professional development of all library staff.

Section 2.
Provide a network for exchanging information on support staff activities and issues.

Section 3.
Encourage participation of support staff in library associations, conferences, and continuing 


education programs.

Section 4.
Plan and present programming at conferences.

Section 5.
Cooperate in the development of continuing education programs.

Section 6.
Promote the programs of MLA.

Article III. Membership

Section 1.
Membership shall be open to all members of the Minnesota Library Association who choose to join the Section by paying dues specified by MLA for section membership.

Section 2.

Members of the Section shall be eligible to vote at its business meetings and to hold office.

Section 3.
Any non-member interested in support staff issues, may attend meetings, but may not vote/hold office.

Article IV. Officers

Section 1.
The officers of the Section shall be the Chair, Vice Chair/Chair-Elect, Past Chair, and Secretary.

Section 2.
The officers of the Section shall be selected according to the provision of Article VII:  Nominations, Elections, Resignations and Vacancies.

Section 3.
The officers shall take office at the beginning of the Minnesota Library Association’s fiscal year following 


their election.

Section 4.
All officers shall hold office for one year and may be re-elected.

Section 5.
Duties of the officers.

Chairperson

Section 6.
Prepare agenda and preside at all business meetings of the Section.

Section 7.
Prepare agenda and call for, and preside at meetings of Executive Committee.

Section 8.
Serve as ex-officio member of all committees.

Section 9.
Approve and sign expense reports for disbursement of funds.

Vice Chair/Chair-Elect

Section 10.
Assist the Chair and preside at business meetings of the Section in the absence of the chair.

Section 11.
Succeed to the office of the Chair in the following year, or upon vacancy in that office.
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Section 12.
Serve on the Nominating Committee.

Section 13.
Prepare the Section budget request and goals for the following year.

Past Chair

Section 14.
Provide advice and assistance to the Chair and the Executive Committee as necessary.

Section 15.
Provide continuity and perspective for the Section.

Section 16.
Serve as representative to MLA Program Committee planning the SSPIN sponsored programs



at the MLA conference.

Secretary

Section 17.
Record minutes of all business meetings of the Section, and distribute copies to Section members and 


MLA office.

Section 18.
Distribute announcements of all meetings.

Section 19.
Keep a file of the Section’s records, such records to be transferred to the MLA office when more than 


five years old.

Section 20.
Maintain a list of members and interested people.

Article V. Committees

Section 1.
The Executive Committee shall consist of the present officers.  It shall conduct all emergency Section 


business meetings between meetings of the general membership to be brought before 
the membership 


at the next general membership meeting.  It shall also fill vacancies in offices until successors can be 


chosen through the normal procedures.

Section 2.
Standing Committees: The following will be on going, standing committees of the Section—Membership 


and Promotion. 

Section 3.
Special Committees: The Chair, with approval of the Executive Committee, may appoint special 


committees as necessary.

Article VI. Meetings.

Section 1.
Annual Meeting.  The annual general membership meeting of SSPIN shall take place during the Annual Conference of the Minnesota Library Association.  

Section 2.
Spring Meeting.  The Section chair may call a spring general membership meeting of the Section for the purpose of conducting business and/or presenting a program.

Section 3.
The Executive Committee will meet at least two times a year in addition to the general membership meetings.

Section 4.
A quorum for transaction of business shall consist of five members attending the business meeting.

Section 5.
Notice of meetings must be mailed not later than seven days prior to the meeting date.

Article VII. Nominations, Elections, Resignations And Vacancies

Nominating Committee 

The Chair shall appoint a Nominating Committee consisting of a chair and two members at least 60 days prior to the Annual Conference.  One member of the Committee shall be the Vice-Chair/Chair-Elect.
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Candidates  

The Nominating Committee shall prepare a slate of one or more candidates for each elective office and shall secure consent from each candidate to enter his/her name in nomination.

Election

The election shall be held annually through a mail ballot before the Section’s Annual General Membership Meeting.  Offices shall be elected by a simple majority of members voting, providing at least 10 percent of the Section membership participates.  Election results shall be announced at the Section’s annual meeting at the MLA Annual Conference.

Resignations and Vacancies

Upon the resignation of an officer or other circumstances resulting in a vacancy, the remaining members of the Executive Committee shall be authorized to appoint 
a successor to fill the un-expired term until the next annual election.

Article VIII. Amendments

Section 1.
These bylaws may be amended at any regular meeting of the Section by a majority vote of those members in attendance, provided the amendment has been submitted in writing at least seven days prior to the meeting.

Article IX. Issues Not Covered

Any issue not covered in these bylaws, or found to be in conflict with the bylaws of the Minnesota Library Association, will 
be governed by the Minnesota Library Association bylaws.

Article X. Dissolution of the Section

Section 1.
Upon recommendation of the Executive Committee and membership of fewer than 50 people, the Section may revert in status to a Round Table by action of the members of the Minnesota Library Association at an annual business meeting provided at least 30 days notice has been given prior to the meeting.  The Section may become a Round Table by a majority vote of the Section membership; formal notification should then be sent to the Board of Directors of the Minnesota Library Association.

Section 2.
Upon the dissolution of the Section, any remaining Section funds will be appropriated to the Round Table.

5.4
TECHNICAL SERVICES SECTION

Article I. Name

The name of this organization shall be the Minnesota Library Association Technical Services Section.

Article II. Purpose

The purpose of this section shall be to provide members of the Minnesota Library Association Technical Services Section, as well as other Minnesota library workers, with opportunities to discuss current problems and future developments in library technical services; to educate and inform.

Article III. Membership

Anyone interested in the purpose of the Section may become a member provided he/she is a member of the Minnesota Library Association.

Article IV. Officers

Section 1. 
The officers of this Section shall be a Chairperson, Chairperson elect who shall serve as Vice-



Chairperson, and a Secretary, all of whom shall be members in good standing.

Section 2.
The officers of the Section shall be selected according to the provisions of Article VII.  

Section 3.
The officers shall take office at the beginning of the fiscal year.

Section 4.
The Chairperson shall hold office for one year without immediately succeeding him/herself.  The Vice-


Chairperson shall hold office for one year and shall succeed the Chairperson.  The Secretary shall hold 


office for two years and may be re-elected.

Section 5.
In the temporary absence of the Chairperson, the Vice-Chairperson shall assume all the powers, 


prerogatives and obligations of the Chairperson for the period of such absence.

Section 6.
In the event of the permanent loss of the Chairperson, the Vice-Chairperson shall assume the office of 


the Chairperson for the remainder of the fiscal year, and shall succeed as Chairperson 
for the following year.

Section 7.
In the event of the absence of the Chairperson and the Vice-Chairperson for any meetings of the 


Section or the Executive Committee, one of the members present shall be elected to preside but without 


the powers and prerogatives of the Chairperson.

Chairperson

Section 8.
The Chairperson shall prepare the agenda for all meetings of the Section and of the Executive Committee, enforce all the laws and regulations relating to the administration of the Section, and shall be 


ex-officio member of all committees with the exception of the Nominating Committee.

Section 9.
The Chairperson shall call meetings of the Executive Committee twice a year or often as necessary.

Section 10.
The Chairperson shall sign the expense reports for disbursement of funds.

Vice-Chairperson/Chairperson-elect

Section 11.
The Chairperson-elect shall serve as Chairperson of the Program Committee and representative to the 


MLA Program Committee.

Secretary

Section 12.
The Secretary shall record the Minutes of the meetings of the Section, shall distribute announcements of 


meetings, shall keep a file of the Section’s records, and shall send a report of the Section's meetings to 


the Executive Director of the Minnesota Library Association.  

5.4
TECHNICAL SERVICES SECTION
Immediate Past Chairperson

Section 13.
The immediate past Chairperson shall serve as a member of the Executive Committee.
Section 14 
The past Chairperson shall coordinate submission of TSS content on the MLA website and the blog of the Technical Services Section.
Article V. Executive Committee

Section 1.
The Executive Committee shall consist of the present officers and the immediate past Chairperson.

Section 2.
The duties of the Executive Committee shall include the following:

a) Authorize expenditures of all Section funds in accordance with provisions of Article X, Finances.

b) Appoint the members of the Nominating Committee.

c) Act for the Section in intervals between meetings.

d) Except as otherwise provided in these bylaws, it shall fill vacancies in office until successors can be chosen through the normal procedures.

e) Serve as the central managing an coordinating body of the Section, keeping in close contact with committees to which it may recommend activities and from which it may require written reports to or personal representation at Executive Committee meetings.

Article VI. Committees

Section 1. 
Except as otherwise provided in these bylaws, committee membership shall be selected by the 



Chairperson from the Section membership with the advice and consent of the Executive Committee 


membership.

Section 2. 
Committee chairpersons shall call regular meetings of their committees.  In addition, committees shall 


meet at the call of the Chairperson of the Section or of the Executive Committee.

Section 3. 
Every committee shall keep minutes of its meetings and furnish copies to the Secretary and to all 


committee members.

Section 4. 
At the close of its work, and at such other times as the Executive Committee may direct, each committee 


shall make a report to the Section or the Executive Committee.  Copies of final reports shall be filed with 


the Secretary of the Section.  The Secretary shall make all past committee reports available to each new 


chairperson upon request.

Article VII. Nominations and Elections 

Section 1. 
The Executive Committee shall appoint a Nominating Committee consisting of a chairperson and two 


members at least 90 days prior to the end of the fiscal year.  The Nominating Committee shall not 


include any current officers.

Section 2. 
The Nominating Committee shall prepare a slate of one or more candidates for each elective office to be 


filled at the next annual election and shall secure consent from each candidate to enter his/her name in 


nomination.  

Section 3. 
The elections shall be held before the end of the fiscal year.  Officers shall be elected by a majority vote 


of the Section members, provided at least 10% of the Section membership participates.

Article VIII. Meetings

Section 1. 
There shall be at least one Annual Conference of the Section.  Other meetings of the Section may be 


called at any time by the Executive Committee.
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Section 2. 
Ten (10) members shall constitute a quorum authorized to transact any business duly presented at any 


meeting of the Section.  Three (3) members shall constitute a quorum of that committee.  A majority of 


any committee shall constitute a quorum of that committee.

Section 4. 
Robert's Rules of Order (revised), in the latest edition, shall govern the Section in all cases to which it 


can be applied and in which it is not inconsistent with the Articles of Incorporation, the Bylaws or special 


rules of the Association or with the Bylaws or special rules of the Section.

Article IX. Amendments

Section 1.
These Bylaws may be amended at any regular meting of the Section by a two-thirds vote, provided that the amendment has been submitted in writing at the precious meeting or that notice of the amendment has been given in the call to the meeting.

Section 2.
The Executive Committee shall include notice of a proposed amendment in the call to the meeting upon fulfillment of any of the following conditions:

a) Recommendation of the Executive Committee;

b) Submission of an amendment in writing at the previous regular meeting;

c) Presentation to the Secretary of the Section, at least six weeks prior to the meeting, of an amendment petition signed by no less than ten members in good standing.

Article X. Finances

Section 1.
No committee, officer or member of the Section shall incur any expenses in its name unless properly 


authorized.

Section 2.
Sections funds shall be expended only upon authorization by the Executive Committee.  The Executive 


Committee shall prepare and adopt a budget annually.  The budget, subject to later revision as 


conditions may require, constitutes authorization in the amounts and for the purposes specified.

Article XI. Affiliation

This section is an affiliate of the Council of Regional Groups, Association for Library Collections & Technical Services Division, American Library Association.

6.1 
DISTANCE LEARNING ROUND TABLE

October, 1999

Article I. Purpose

The purpose of the Distance Learning Round Table is to exchange information, discuss issues, and develop educational programming relating to library services for distance learners.   Through its activities, the Round Table also intends to inform larger library planning and policy development efforts affecting services to distance learners in Minnesota.

Article II. Membership

Any active, Life or Associate/Exhibitor/Friend member of the Minnesota Library Association may become a member of the Round Table by indicating 'Distance Learning Round Table' on the membership application or renewal form and submitting applicable fees.

Article III. Governance

Section 1. 
Officers consist of a Chairperson and Vice-Chairperson/Chairperson-Elect, who acts as Secretary.  Both 


must be members of the Round Table.  



The Chairperson shall preside at meetings and assume other duties.  Custom and law are the 



responsibility of the chair. The chair-elect shall assume the duties of the chair in the event of the 
absence 


or disability of the chair, and in such a case, shall appoint a secretary.



The term of each position in one year, with the Vice-Chairperson/Chairperson-elect assuming the 


position of Chairperson at the beginning of the MLA fiscal year (January - December) following the term 


as Vice-Chairperson/Chairperson-elect.

Section 2. 
Officers shall be elected at the Annual Conference by the Round Table members present.  Officers may 


succeed themselves.  An officer may resign from office in writing to the Board of Directors.  Vacancies 


shall be filled at the next business meeting of the Round Table after the vacancy occurs.

Section 3. 
A budget request to support activities for the coming year is developed and submitted by the Chairperson and Vice-Chairperson/Chairperson-Elect, in consultation with the Round Table membership.

Section 4. 
No expense shall be incurred without the authorization of the Chairperson, with the MLA Board of 


Directors concurring.

Article IV. Meetings

Section 1.  
The Round Table shall beet at least two times a year with its Annual Conference taking place at the MLA 


Annual Conference.  Other special meetings may be held, provided that a 14-day advance notice is 


provided in writing to the membership.

Section 2.  
Transactions of business shall be approved by a majority of those attending the meeting.

Article V. Amendments

Bylaws may be amended at any regular meeting by two-thirds of the members present providing that a notice of 

the proposed amendment(s) was given in the meeting notice.

6.2
DIVERSITY ROUND TABLE 


September, 2000

Article I.  Purpose

To facilitate discussion of diversity recruitment and retention in Minnesota; to provide a forum for discussion of successful outreach efforts to new immigrant populations and communities of color; to share experiences that may not have been so successful; to support and mentor library staff of color; to help MLA continue to develop legislative initiatives and relevant programs.

Article II. Quorum

Seven members attending an annual or special meeting including at least one officer present shall constitute a quorum and may transact business by a majority vote of those present.

Article III. Elections

Elections shall be held at least once a year (during the MLA Annual Conference.)

Article IV. Officers

Shall consist of a Chairperson and Vice-Chairperson/Chairperson-Elect who acts as Secretary.

The Chairperson shall preside and in his/her absence, the Vice-Chairperson/Chairperson-Elect.  In their absence, a meeting of ten members may elect a presiding officer.  The Vice-Chairperson/Chairperson-Elect acts as secretary.  The Secretary shall keep a record of the meeting; shall conduct correspondence and shall notify members of meetings and shall maintain a membership list.

The Vice-Chairperson/Chairperson-Elect shall take office at the beginning of the fiscal year following the term as Vice-Chairperson/Chairperson-Elect.

An officer may resign from office in writing to the Board of Directors.  Upon resignation of the Chairperson the Vice-Chairperson/Chairperson-Elect assumes the office of Chairperson.  At the next Annual Conference the membership will elect a Chairperson and a Vice-Chairperson/Chairperson-Elect who shall both take office at the beginning of the next fiscal year.

Article V. Expenses

No expense shall be incurred without the approval of the Chairperson with the MLA Board of Directors concurring.

Article VI. Membership

Is maintained through regular membership in MLA...which offers the subgroup options.  Membership must be renewed annually and ceases automatically upon non-payment of MLA dues.

Article VII. Amendments

Change in the bylaws shall be made only at Annual Conferences and may be effected by a majority of the membership present, but they must constitute a quorum.

Nothing in these bylaws shall be construed to contravene the MLA bylaws.

6.3
GOVERNMENT DOCUMENTS ROUND TABLE 

Article I. Quorum

Seven members attending an annual or special meeting including at least one officer present shall constitute a quorum and may transact business by a majority vote of those present.

Article II. Elections

Elections shall be held at least once a year (during the MLA Annual Conference).

Article III. Officers

Shall consist of a Chairperson and Vice-Chairperson/Chairperson-Elect who acts as Secretary.

The Chairperson shall preside and in his/her absence, the Vice-Chairperson/Chairperson-Elect.  In their absence, a meeting of ten members may elect a presiding officer.  The Vice-Chairperson/Chairperson-Elect acts as secretary.  The Secretary shall keep a record of the meeting; shall conduct correspondence and shall notify members of meetings and shall maintain a membership list.

The Vice-Chairperson/Chairperson-Elect shall take office at the beginning of the fiscal year following the term as Vice-Chairperson/Chairperson-Elect.

An officer may resign from office in writing to the Board of Directors.  Upon resignation of the Chairperson the Vice-Chairperson/Chairperson-Elect assumes the office of Chairperson.  At the next Annual Conference the membership will elect a Chairperson and a Vice-Chairperson/Chairperson-Elect who shall both take office at the beginning of the next fiscal year.

Article IV. Expenses

No expense shall be incurred without the approval of the Chairperson with the MLA Board of Directors concurring.

Article V. Membership

Is maintained through regular membership in MLA...which offers the subgroup options.  Membership must be renewed annually and ceases automatically upon non-payment of MLA dues.

Article VI. Amendments

Change in the bylaws shall be made only at Annual Conferences and may be effected by a majority of the membership present, but they must constitute a quorum.

Nothing in these bylaws shall be construed to contravene the MLA bylaws.

6.4
INTERLIBRARY LOAN ROUND TABLE


October 12, 1989; October, 1990

Article I. Purpose

The purpose of the Interlibrary Loan Round Table is to promote and encourage resource sharing services; to meet and exchange information on activities and developments in this area; to plan and present programs at conferences which deal with issues and problems relating to the use of interlibrary loan.

Article II. Officers

Officers shall be a chair and chair-elect, with the latter acting as secretary.

Section 1. 
Officers shall be elected at the Annual Conference and assume duties at the beginning of the new MLA 


fiscal year.  Officers may succeed themselves.  Vacancies shall be filled at the next regular meeting of 


the Round Table after the vacancy occurs.

Section 2. 
The chair shall preside at meetings and assume other duties as custom and law devolve upon the chair 


(e.g. prepare annual budget).  The chair-elect shall assume the duties of the chair in the event of the 


absence or disability of the chair, and in such a case, shall appoint a secretary.

Article III. Meetings

Section 1.  
The Round Table shall beet at least two times a year with its Annual Conference taking place at the MLA 


Annual Conference.  Other special meetings may be held, provided that a 14-day advance notice is 


provided in writing to the membership.

Section 2.  
A quorum for transaction of business shall consist of a majority of those attending the business meeting.

Section 3.  
Notice of the meetings shall be mailed no later than 14 days before the meeting date.

Section 4.  
No expense shall be incurred without the approval of the chair.

Article IV. Amendments

These bylaws may be amended at any regular meeting by tow-thirds of the members present providing that a notice of the proposed amendment(s) was given in the meeting notice.

Article V. Membership

It is maintained through regular membership in MLA which offers the subgroup options.  Memberships must be renewed annually and ceases automatically upon non-payment of MLA dues.

6.5
LIBRARY MANAGEMENT ROUND TABLE

Article I. Purpose

The Management Round Table, a subunit of the Minnesota Library Association, promotes increased awareness and understanding of management principles and techniques for its members.  It facilitates informal sharing of ideas among librarians through meetings and social events and brings librarians in contact with other managers through meetings, programs and workshops.

Article II. Governance

Section 1.  
Management Round Table activities are governed by a five member steering committee elected by 


round table members for two year terms; two members elected one year and three the following year.  


Elections are held by mail in the fall of each year.  Nominees selected by the steering committee are 


listed and write-in votes are provided for.  New committee members take office the first of the year, 


allowing for a transition and orientation period between the date of the election and January 1.

Section 2.  
After the elections the steering committee will organize itself by designating the following functions and 


assigning them to committee members.

Business Manager  

The Business Manager is responsible for all official communication with MLA including submission of the budget request, other financial matters, maintenance of records, bylaws, etc.

Conference Program Coordinator

The Conference Program Coordinator is responsible for planning or arranging for the program or any other events planned as part of the MLA Conference.

Meeting Planners (3)

The Meeting Planners assume responsibility, either singly or working together, for planning and implementing one or more program meetings or social events during the year.

Section 3.  
If a steering committee member resigns during the year, other steering committee members will redistribute the duties until the next regular election.

Section 4.  
The budget request is developed by the steering committee the implement activities in the coming year.  Submission of request forms and approval of claims for reimbursement for expenses are the responsibility of the business manager.

Article III. Meetings

Business meetings will be held as deemed necessary by the steering Committee and may be held in conjunction with program meetings or the MLA conference.  Mail notification to round table members will be given at least two weeks in advance of any business meeting.  Program meetings will be scheduled and held as planned by the steering committee.

Article IV. Amendments

Bylaws may be amended by majority vote of round table members present at any business meeting provided that the proposed amendment has been included in the call to the meeting.

6.6
OUTREACH AND MOBILE SERVICES ROUND TABLE 

Article I. Purpose

The purpose of the Mobile Services Round Table is to promote and encourage mobile library services; to meet and exchange information on activities and developments in this area; to play and present programs at conferences which deal with its issues and problems relating to the use of mobile services in libraries.

Article II. Officers

Officers shall be a chair and chair-elect, with the later acting as secretary.

Section 1. 
Officers shall be elected at the Annual Conference an assume duties at the beginning of the new MLA 


fiscal year.  Officers may succeed themselves.  Vacancies shall be filled at the next regular meeting of 


the Round Table after the vacancy occurs.

Section 2. 
The chair shall preside at meetings and assume other duties as custom and law devolve upon the chair.  


The chair-elect shall assume the duties of the chair in the event of the absence or disability of the chair, 


and in such a case, shall appoint a secretary.

Article III. Meetings

Section 1. 
The Round Table shall meet at least once a year with its Annual Conference taking place at the MLA 


Annual Conference.  Other special meetings may be held, provided that a 14-day advance notice is 


provided in writing to the membership.

Section 2. 
A quorum for transaction of business shall consist of a majority of those attending the meeting.

Section 3. 
Notice of meetings shall be mailed no later than 14 days before the meeting day.

Section 4.  
No expense shall be incurred without the approval of the chair.

Article IV. Continuing Education Scholarship

Section 1. 
The MLA Mobile Services Round Table Continuing Education Scholarship will provide assistance to 


Minnesota bookmobile staff allowing someone to attend the National Bookmobile Conference organized 


by the Ohio State Library.  This fund is meant to fill a continuing education need for staffers who have 


little or no access to out-of-state travel and training funds.

Section 2.  
To be eligible, the applicant must be a member of the MLA Mobile Services Round Table or work in a 


library that has a staff member who belongs to the Round Table.  The applicant must agree to prepare a 


written summary to be submitted to the Mobile Services Chair for distribution to Round Table members.  


A copy of the written report must also be submitted to the MLA office for possible inclusion in the 


association newsletter, as deemed appropriate by the newsletter editor.

Section 3.  
The amount available to an applicant will vary depending upon the resources of the Round Table 


account.  No scholarship will exceed $200.00 nor shall the Round Table fund balance drop below 


$75.00.

Section 4.  
If more than one applicant's name is submitted, the attendee's name will be drawn by lot.

Section 5.  
The initial and subsequent announcement of the availability of scholarship funds will be to each 



Minnesota Service outlet operating a bookmobile, to Round Table members and the public library 


system directors.

Article V. Amendments

These bylaws may be amended at any regular meeting by two-thirds vote of the members present providing that notice of the proposed amendment(s) was given in the meeting notice.

6.7
READER'S ADVISORY ROUND TABLE

Article I. Purpose

The Reader's Advisory Round Table is formed as a subunit of the Minnesota Library Association to provide a forum and occasion for discussion about adult and young adult books, both fiction and non-fiction.  It is organized to share information about books and - authors from the point of view of reader's advisory services in public libraries.  It will provide an opportunity to share techniques and expertise in book talking and on-the-spot reader's advisory service.  

Article II. Governance

Section 1. 
Round Table activities will be governed by a minimum five (5) member steering committee elected by Round Table members for two (2) year terms. Terms will be staggered.

Section 2. 
Elections will be held in the fall of the year; nominees selected by the steering committee are listed and 


write in votes are provided for.  New committee members take office the first of the year, allowing for a 


transition period between the date of election and January 1.

Section 3. 
After election, the committee will then organize itself by designating the following functions and assigning them to committee members.

Round Table Business
All official communication with MLA including submission of budget request, other financial matters, maintenance of business records, bylaws, etc. 

Conference Programming
Planning or arranging for the program or any other events planned as part of the MLA Annual Conference.

Spring Retreat Planning
Section 4. 
If a committee member resigns during the year, the position will remain vacant until the 
regularly-


scheduled elections are held.

Article III. Meetings

Business meetings will be held as found necessary by the steering committee and may be held in conjunction with program meetings or the MLA conference.  Notification to Round Table members will be given at least two weeks in advance of any business meeting.  Program meetings will be scheduled and held as planned by the steering committee.

Article IV. Amendments

Bylaws may be amended by majority vote of Round Table members. 
6.8
SMALL AND RURAL LIBRARIES ROUND TABLE


December 2002

Article I. Purpose

The purpose of the SRLRT is to provide a forum for the exchange of ideas, concerns and information; to plan and present programs or workshops at conferences and within the state which will benefit staff of small, rural libraries.

Article II. Officers

Section 1. 
Officers shall consist of a chairperson and vice-chairperson/chairperson-elect who acts as secretary.

Section 2. 
Elections will be held once a year during the business meeting of the SRLRT at the Annual Conference.

Article III. Meetings

Section 1.
The Round Table shall meet once a year at a specified time during the MLA Annual Conference.  Other 


special meetings may be held, provided that a 14-day advance notice is provided in writing to the 


membership.

Section 2.
A quorum for the transaction of business shall consist of a majority of those attending the meeting.

Article IV. Membership

Membership is maintained through annual payment of MLA dues, with the choice of SRLRT as a subunit; membership ceases automatically upon non-payment of MLA dues.

Article V. Expenses

No expense shall be incurred without the approval of the SRLRT Chairperson and the MLA Board of Directors.

Article VI. Amendments

Bylaws may be amended by a majority vote of those attending the business meeting to be held during the Annual Conference.

7.1
AWARDS COMMITTEE


April 11, 1983; May 11, 1983; September 11, 1985; April 1988; November 10, 1995; October 9, 2002

Article 1.  Purpose  

The Awards Committee is charged with the responsibility to select recipients of MLA Awards.

Article 2.  Membership

Section 1.
Chair:  Past President

Section 2.
Members: Six to be appointed by the President to serve staggered three year terms plus the Past President who serves as chair. Executive Director to serve as ex-officio member.

Article 3.  Duties

Section 1.
Identify candidates for the Distinguished Achievement Awards, Certificate of Merit, and 
Length of 


Service Awards. The President's Award is selected by the President.

Section 2.

Solicit nominations from the membership.

Section 3.
Determine eligibility of candidates.  Candidates must have been a member of the Minnesota Library 


Association for two years at the time of candidacy. Nominees for Certificates of Merit do not have to be 


members of MLA.

Section 4.

Evaluate candidates and select recipients of the annual awards.

Section 5.

Supply information about recipients for the presentation.

Section 6.
Other duties as assigned by the Board of Directors.

Article 4. Reports

To the President at the conclusion of the awards process.

Article 5.  Award Deadlines

January 1:
President appoints new members.

April 1:

Committee will have prepared a statement of the Awards and the Criteria to be published in the 



Newsletter.

August 1:
Committee reviews candidates, checks membership status of nominees, and selects recipients.

September 1: 
Committee notifies MLA President of Awards recipients. 

October:

Annual MLA Awards Ceremony.  President explains awards process, recognizes committee, and presents awards.

MINNESOTA LIBRARY ASSOCIATION AWARDS AND CRITERIA

1.
Distinguished Achievement Award (Two categories, one to be given to a library worker, and one to be given to a trustee, friend, etc.).


The first category of the Distinguished Achievement Award is given in recognition of distinguished service to the profession and for active and innovative leadership in the development of libraries and the improvement of library services. It is expected that the activities of the recipient in advancing the cause of libraries will have won recognition in a larger area than his/her service area.  In this context, "librarian" is defined as anyone working in a recognized library position or who is teaching in library education in Minnesota.


The second category of the Distinguished Achievement Award shall be given to a recipient who is in actual service as a trustee, friend, etc., during all or part of the year in which s/he is honored. Recognition is to be given for constructive accomplishment rather than length of service alone, and includes but is not limited to such activities as assisting the library director in developing sound library policies, interpreting the library to the community, fundraising, and advancing library services not only on the local level but regionally and/or statewide as well.

2.
Certificate of Merit (More than one can be given)


This award is made to a citizen of Minnesota or an entire Board of Trustees, Friends Group, or other individual, library, or group, who have made a noteworthy contribution to library services in the State of Minnesota.

3.
President's Award (One per year)


This award recognizes significant and major contributions of members to the work of the Minnesota Library Association. Recipients must be members of MLA as defined in MLA Policies and have made the contribution within the current fiscal year or the previous year.  MLA President's Award established.   (4/29/81)

4.
Length of Service Award (as many as are eligible)


Upon the completion of fifteen and twenty-five years of membership in the organization, individuals will be given an award recognizing their length of service.

5.
Criteria and Information
a) 
Candidates shall be living at the time of nomination.

b)
Candidates may be retired.

c)
The term "librarian" includes anyone working in a recognized library position or who is teaching in library education.

d)
No individual may receive the same award more than once.

e)
Candidates must have been a member of the Minnesota Library Association for two years at the time of candidacy.  Candidates for Certificates of Merit do not have to be members of MLA.

f)
Nominations may be made by any member of MLA, any member Minnesota library trustee serving a Minnesota library, or by an interested layperson.  The burden of identifying qualified candidates rests with the Awards Committee.

g)
Candidates not chosen for the Distinguished Achievement Award may be considered for the Certificate of Merit.

h)
Factors which are taken into account when considering candidates are:  1) the nature and scope of accomplishments; and 2) length of service.

6.
Information on past awards can be found in previous Annual Membership Directories and MLA files.

7.2
BUDGET AND FINANCE COMMITTEE


September 5, 1980; April 11, 1983; July 8,1986; November, 1995

Article 1.  Purpose  

The Budget and Finance Committee is charged with the responsibility for the fiscal management of the Association.  The Committee shall specify a process for and oversee the development of the annual budget which must be submitted to the Board of Directors for full Board of Directors approval no later than January of each year. Thereafter, on an as needed basis, the Committee shall monitor compliance and performance with budgets (conference, program, and others) and report to the Board of Directors on the financial management and health of the Association.  The Committee shall receive all requests for funds outside the budget process and recommend to the Board of Directors the approval or denial of such requests.  In June of each year the Committee shall review year-to-date financial operations and revise the budget as necessary for the approval of the Board of Directors in July to assure adequate oversight and management of available assets.

Article 2. Membership

Section 1.
Chair: Treasurer.

Section 2.
Members: President, Vice-President/President-Elect, Immediate Past President, Member-at-Large. Ex-


officio (for conference budget): The Conference Committee Chairs of Arrangements, Exhibits, Publicity 


and Registration .  Executive Director also serves as an  ex-officio member.

Article 3. Duties

Section 1.
Prepares proposed annual and conference budgets for following fiscal year for presentation to the Board 


of Directors of Directors at November Board of Directors meeting.  

Section 2.
Reviews budgets as needed and recommends changes as needed to the Board of Directors.

Section 3.
In coordination with the MLA staff, prepares the budget planning packets which are used by the officers, 


subunits and committees to make requests for general operating and conference budget funds.

Section 4.
Reviews all budget requests and recommends action to the Board of Directors.

Section 5.
Other duties as assigned by the Board of Directors.

Article 4. Reports:

Section 1.
Annually, at November Board of Directors meeting, on proposed budgets for following fiscal year. 

Section 2.
As required on changes to the budgets.

Article 5.  Deadlines:

August:

Materials for making budget requests mailed to officers and chairs of subunits and committees.

October :
Budget requests due.

November:
Submit preliminary proposed budget to Board of Directors.

December:  
Submit final budget for Board of Directors approval.

7.3
BYLAWS AND POLICY COMMITTEE


April 11, 1983; February 8, 1985; November 10, 1995

Article 1.  Purpose 

The Bylaws and Policy Committee is charged with the responsibility to recommend changes in the MLA Bylaws and Policy and Procedures Manual; reviews actions of the Board of Directors and of the Association for inclusion in the Policies and Procedures Manual; and reviews bylaws of MLA subunits for consistency with the MLA Bylaws.

Article 2. Membership

Section 1.
Chair: Secretary.

Section 2.
Members: President, Vice-President/President-Elect, Immediate Past President, Immediate Past Secretary.  Executive Director shall serve as ex-officio member.  Other members appointed by the Chair.

Article 3. Duties

Section 1.
Review proposed changes in the MLA Bylaws.

Section 2.
Review, before adoption, for consistency with the MLA Bylaws, proposed bylaws, and bylaws changes 


of MLA subunits.

Section 3.
Review actions of the Board of Directors and of the Association for inclusion in the Policies and 



Procedures Manual.

Section 4.
In consultation with the Budget and Finance Committee, recommend changes in the dues schedule to 


the Board of Directors.

Section 5.
Other duties as assigned by the Board of Directors.

Article 4.  Reports

Section 1.
October Board of Directors meeting, report on changes in the Policies and Procedures Manual.

Section 2.
May Board of Directors meeting, report on proposed changes in the Bylaws.

7.4
CONTINUING EDUCATION COMMITTEE


April 11 1983; May 7, 1993; November 10, 1995

Article 1.
Purpose 

The Continuing Education Committee is charged with the responsibility to act as a resource for the Association on matters relating to continuing education activities.

Article 2.
Membership

Section 1.
Chair: Appointed by Board of Directors.

Section 2. 
Members: Includes all active, life or affiliate MLA members who indicate interest on membership form or communicate interest to the MLA office or chair.  Executive Director shall be an ex-officio member.

Article 3.   Duties

Section 1.

Advises MLA Subunits on program/continuing education activities.

Section 2.
Cooperates with other organizations that share an interest in continuing education activities.

Section 3.
Identifies continuing education needs of MLA members and relays this information to appropriate bodies 


or persons.

Section 4.
Evaluates the annual association conference for potential improvement and serves as an advisory group 


to the subunits for advice on program evaluation.

Section 5.
May co-sponsor programs with other subunits or division at the annual Association conference.

Section 6.
May sponsor an annual award to be presented at the annual Association conference to an individual in 


this state who has contributed to the professional growth of members of the library profession by 


providing, encouraging, and/or supporting Continuing Education activities or programs.  Winners will be 


guests of MLA.

Section 7.

Other duties as assigned by the Board of Directors.

Article 4.
Reports

Annually or as needed to the Board of Directors.

7.5
EXECUTIVE COMMITTEE


December 1, 1995 

Article 1.  Purpose

The Executive Committee is charged with the responsibility to act on behalf of the Board of Directors on matters requiring action before the next scheduled Board of Directors meeting. 

The Executive Committee has the authority to act within policy and budget with full authority of the Board of Directors to modify policy and budget subject to the retroactive approval of the full Board of Directors at its next meeting.  Specifically excluded is the authority to amend the Articles of Incorporation, the Bylaws, or the size and composition of the Executive Committee.

Article 2.  Membership

Section 1.
Chair: President.

Section 2.
Members: Past President, Vice President/President-Elect, Secretary, and Treasurer.   Executive Director shall be an ex-officio member.

Article 3 Duties

Section 1.
Establish Committee meeting and action agenda subject to approval by the full Board of Directors.

Section 2.
Serve as the Personnel Committee.

Section 3.
Serve as the Audit Committee to whom the results of the annual audit shall be reported prior to a report 
to the full Board of Directors.

Section 4.
Represent the Board of Directors, or to specifically delegate that function to others, in matters of 



negotiation, grievance, employment interviews, hiring or discharge of employees, or any other matters 
where confidentiality is essential.

Article 4.  Reports

Written reports of all Executive Committee meetings shall be submitted to the Board of Directors prior to the next Board of Directors meeting.

7.6
INTELLECTUAL FREEDOM COMMITTEE


April 11, 1983; November, 1995

Article 1. Purpose

The Intellectual Freedom Committee is charged with the responsibility to educate library workers, trustees and the general public about the nature and importance of intellectual freedom.

Article 2. Membership

Section 1.
Chair: MLA Board of Directors member-at-large (elected by membership).  (See Section 2.7 for more 


information.)

Section 2.
Members: Includes all active, life or affiliate MLA members who indicate interest on membership form or communicate interest to the MLA office or chair. Executive Director shall be an ex-officio member.  Members should have an interest in library concerns and policies with regard to intellectual freedom.  Subcommittees appointed by the chair as needed.

Article 3. Duties

Section 1.
Cooperate with intellectual freedom organizations; chair or representative designated by the IFC chair 
serves as MLA representative to the Minnesota Coalition against Censorship.

Section 2.
Inform Board of Directors of activities in the State of Minnesota in the area of intellectual freedom.

Section 3.
Cooperate with MLA subunits on intellectual freedom programs at the direction of the Board of 

Directors.

Section 4.
Work closely with the Legislative Committee in areas of legislation related to intellectual freedom.

Section 5.
Acts as an arm of the Board of Directors in the area of intellectual freedom at the direction of the Board 
of Directors.

Section 6.
Investigates complaints concerning alleged violation of intellectual freedom at the direction of the Board 
of Directors.

Article 4. Reports

Section 1.
Annually at Annual Business Meeting.

Section 2.
Annually or as needed to the Board of Directors.

7.7

LEGISLATIVE COMMITTEE


April 11, 1983; November 10, 1995 

Article 1.  Purpose

The Legislative Committee is charged with the responsibility to recommend a legislative platform and program to the Board of Directors each year and to lobby on behalf of MLA in conjunction with the MLA lobbyist.

Article 2.  Membership

Section 1.
Chair: MLA Board of Directors Legislative Committee Chair (elected by membership).  (See Section 2.8 


for more information.)

Section 2.
Members: Legislative Committee Vice Chair and Past Chair (both elected by membership)and Executive Director as ex-officio member.  Includes all active, life or affiliate MLA members who indicate interest on membership form or communicate interest to the MLA office or chair.  Members should have an interest in legislative issues regarding library concerns.  Subcommittees appointed by the chair as needed. 

Article 3.  Duties

Section 1.
Prepares annual legislative platform and program following the legislative policy guidelines of the 


Association.

Section 2.    
Maintains contact with MLA subunits and other organizations in areas of legislative concern.

Section 3.
Closely monitors library-related legislation.

Section 4.  
Develops and arranges for Legislative Day activities.

Section 5.
Develops and maintains communications network for legislative information.

Section 6.
Recommends legislative policy to the MLA Board of Directors.

Section 7.
Provides information to Chair regarding lobbyist contract.
Section 8
Serves as MLA representative to the MEMO Board and communicates regularly with designated MEMO 

representatives. 
Article 4.  Reports

Annually or as needed to the Board of Directors.

Article 5. Deadlines

October:
Board of Directors meeting, report on legislative program.

7.7A
VICE CHAIR, LEGISLATIVE COMMITTEE


May 17, 1996

Term Length:

One year.  This office is first in a trilogy of annual offices; the second of which is that of Chair, Legislative Committee and the third of which is that of Past Chair, Legislative Committee.

Responsibilities:
1. To promote the legislative policies of MLA. 

2. To encourage communication between the Minnesota Library Community and legislators and administrators at all levels of government.

Duties:

1.

Serve as an active member of the MLA Legislative Committee and serve as chair in the absence of the chair.

2. Serve as an active member of the MLA Conference Program Committee.

3. To assist the Chair of the MLA Legislation Committee in securing passage of legislation to support the platform, 

as requested.

4.
To attend legislative hearings as requested by the Chair.

5.
Serve as chair for the planning committee of the legislative forum, coordinated with MEMO.

Reports:

1.
Reports to the Legislative Committee as needed about current legislative issues, conference program needs, and 

as needed about legislative forum.

7.7B
PAST CHAIR, LEGISLATIVE COMMITTEE


 May 17, 1996

Term Length:

One year.  This office is third in a trilogy of annual offices; the first of which is that of Vice Chair, Legislative Committee and the second of which is that of Chair, Legislative Committee.

Responsibilities:

1.
To promote the legislative policies of MLA. Act as a liaison with the ALA Washington Office. 

2.
To be current with federal legislative issues.

Duties:

1
Serve as an active member of the MLA Legislative Committee.

2. To assist the Chair of the MLA Legislative Committee in securing passage of legislation to support the platform, 

as requested.

3.
To attend legislative hearings as requested by the Chair.

Reports:

1.
Reports to the Legislative Committee as needed about current legislative issues and federal legislative issues.

7.8
MEMBERSHIP COMMITTEE


April 11, 1983; August 1, 1983; August 15, 1986; November 10, 1995

Article 1.  Purpose

The Membership Committee is charged with the responsibility to develop and implement an annual plan of action to recruit and retain membership within the association.  

Article 2.  Membership

Section 1.
Chair: Appointed by the Board of Directors.

Section 2.
Members: ALA Chapter Councilor and Executive Director as ex-officio member.  Includes all active, life or affiliate MLA members who indicate interest on membership form or communicate interest to the MLA office or chair.

Article 3.  Duties

Section 1.
Assist and support Executive Director with membership activities.

Section 2.
Review and revise membership brochure, application and other appropriate recruitment materials.

Section 3.
Revise an orientation packet for new members.

Section 4.
Recruit members at conference and other Association activities.

Section 5.

Host special activity for new members at conferences.

Section 6. 
Obtain names of new MLA members from the MLA Office and  welcome them to the association.  This 



may be done in conjunction with Board of Directors members.

Article 4.  Reports

Annually or as needed to the Board of Directors.

7.9
NEWSLETTER AND PUBLICATIONS COMMITTEE


April 11 1983; June 19, 1987; October 7, 1987; November 10, 1995

Article 1.  Purpose  

The Newsletter and Publications Committee is charged with the responsibility to oversee and coordinate the newsletter and other publications of MLA.

Article 2.  Membership

Section 1.
Chair: Appointed by Board of Directors.

Section 2.
Members: Includes all active, life or affiliate MLA members who indicate interest on membership form or 


communicate interest to the MLA office or chair.  MLA Executive Director shall be an ex-officio member 


who acts as editor for all MLA publications.

Article 3.  Duties

Section 1.
Set guidelines and standards for the MLA newsletter and other publications with consent of MLA Board of Directors.

Section 2.
Provide advice to MLA subunits on publications.

Section 3.
Provide guidance in the production of the MLA newsletter and other publications.

Section 4.
Meet approximately as necessary as an editorial committee for the MLA newsletter to generate 
ideas 


and identify issues and themes to be addressed.

Section 5. 
Other duties as assigned by the Board of Directors.

Article 4. Reports

Annually or as needed to the Board of Directors.

7.10
NOMINATING COMMITTEE


April 11, 1983; December l984; November 10, 1995

Article 1.  Purpose  

The Nominating Committee is charged with the responsibility to prepare a slate of candidates for each elective office of the Association and to certify election results.

Article 2. Membership

Section 1.
Chair: Appointed by the Board of Directors.

Section 2.
Members: Four additional members appointed by the Board of Directors.  No more than two members of the committee may live in the same Minnesota Multi-County/Multi-Type Library Cooperative Region, and no more than two members of the committee may belong to the same Division of the Association.  The Executive Director shall serve as an ex-officio member.

Article 3. Duties

Section 1.
Prepare a slate of candidates for each elective office of the Association in accordance with the MLA Bylaws and report to the Board of Directors no later than May 1 each year.

Section 2.
Secure the written consent of each candidate, and the candidate’s statement of concern and biographical information.  Send statements of concern and biographical information to the Executive Director.

Section 3.
Serve as the tellers committee.

Section 4.
Certify election results to the President and the Executive Director

Section 5.
Other duties as assigned by the Board of Directors

Article 4. Reports

Section 1.
Slate of candidates, to the Board of Directors, no later than May 1 each year.

Section 2.
Election results, to the President and the Executive Director, by September 20th of each year.

Article 5.
Nomination Deadlines

May 1: 


Report slate of nominees to the Board of Directors and Newsletter.

August 1: 

Candidates' statements of concern and biographical information to the Secretary and 




the Executive Director.

August 5: 

Executive Director gets ballots printed.

August 15: 

Executive Director mails ballots (third class).

September 25: 

Postmark deadline for return of ballots to the Executive Director.

September 25-30: 
Count ballots and report results to the President and the Executive Director for publication in November newsletter.

The Board of Directors will be sure that it is made clear on ballots that the Member-at-Large automatically becomes Chair of the Intellectual Freedom Committee.

7.11
PUBLIC RELATIONS COMMITTEE


April 11, 1983; September 12, 1983; July 8, 1986; November 10, 1995

Article 1.  Purpose  

The Public Relations Committee is charged with the responsibility for the coordination and production of all publicity about MLA programs and services.  The PR Committee’s primary goal is to keep MLA members, public officials and those interested in libraries aware of MLA.

Article 2.  Membership

Section 1.
Chair: Appointed by Board of Directors.

Section 2.
Members: Includes all active, life or affiliate MLA members who indicate interest on membership form or communicate interest to the MLA office or chair.  Executive Director shall be an ex-officio member.

Article 3.  Duties

Section 1.
Assist and support Executive Director with Public Relations activities.

Section 2.
Other duties as assigned.

Section 3. 
Advise and assist Executive Director on association’s website.

Article 4.  Reports

Annually or as needed to the Board of Directors.

8.
RELATIONS WITH OTHER ORGANIZATIONS

General:

1.
The Minnesota Library Association maintains chapter membership in the American Library Association.

2.
The President of the Association may appoint liaison officers to represent the Association to other organizations.

3.
Permanent arrangements for affiliation or cooperation between the Minnesota Library Association and other organizations is based upon the decision of the Board of Directors 

American Library Association:

1.
By vote of the ALA Council the Minnesota Library Association is a chapter member of the American Library Association.  In accordance with ALA Bylaws, Article IV, Section 2b, each state chapter is entitled to elect one councilor to represent the state for a term of four years. 

2.
The bylaws of the Minnesota Library Association must be without conflict with the constitution and bylaws of the American Library Association.  (From old MLA Policy and Procedure Manual)

All memberships in or relationships with another organization and MLA or one of its subunits shall be approved by the Board of Directors before taking effect.  Relationships existing at this time shall be grand fathered in under this policy.  (9/5/80)

9.1
FISCAL POLICIES OVERVIEW


May 12, 1995

The MLA Board of Directors has the fiscal responsibility for the Association.  The Budget and Finance Committee shall ensure that transactions of MLA are executed in accordance with generally accepted accounting procedures.

Primary sources of revenues for the operation of the Association are conference and program income, membership dues, corporate sponsorships, sales and advertising and other mechanisms.  Expenditures are made to further the goals and betterment of libraries and library workers throughout the State and to insure ongoing Association operations and services to members.

Treasurer
The Treasurer is the Officer of the Association legally designated and bound to receive all income of the Association, authorize all disbursements of the Association and manage all assets of the Association.  The Treasurer shall at all times assure the Association’s compliance with all legal requirements of law.  The Treasurer shall assure that the books and accounts of the Association are kept in accordance with the guidelines of the Association of Independent Certified Public Accountants and the Financial Accounting Standards Board.  The Treasurer shall, in addition to the foregoing, take any and all necessary action to execute the financial policies of the MLA Board of Directors and assure that the management of the finances of the Association are in keeping with written and implied community standards for non-profit, member service organizations.

The Treasurer, with the Budget and Finance Committee and Executive Director, is responsible for the preparation of the annual budget, conference budget and other necessary budgets in the detail required by the Board of Directors.  The preliminary preparation of budgets may be delegated by the Committee to the Treasurer and the Executive Director. The fiscal year is the calendar year.

Budget and Finance Committee
The Budget and Finance Committee is charged with the responsibility for the fiscal management of the Association.  The Committee shall specify a process for and oversee the development of the annual budget which must be submitted to the Board of Directors for full Board of Directors approval no later than January of each year.  Thereafter, on at least an annual basis, the Committee shall monitor compliance and performance with budgets (conference, program, and others) and report to the Board of Directors on the financial management and health of the Association.  The Committee shall receive all requests for funds outside the budget process and recommend to the Board of Directors the approval or denial of such requests.  In June of each year the Committee shall review year-to-date financial operations and revise the budget as necessary for the approval of the Board of Directors in July to assure adequate oversight and management of available assets.

Executive Director
Within the requirements of law, the Executive Director has full authority to make expenditures within and according to approved budgets without prior Board of Directors approval.  

9.2
FINANCIAL OBJECTIVES AND FINANCIAL STABILITY
Financial stability is a function of adequate and dependable revenues from diverse sources.  While some fund balance is appropriate to cover unexpected revenue shortfalls or unbudgeted expenses, as a membership organization, most of our money should provide benefits for our members.  In addition, it is assumed that expenses will not exceed revenues and that prudent fiscal management is the responsibility of the Executive Director and the Board of Directors.  The primary sources of revenues for the Association are conference and program income, membership dues, corporate sponsorships, sales, advertising and related items.  Expenditures are made for the betterment of and to further the goals of libraries and library workers throughout the State.

Financial Stability
Revenues are generated from a mix of dues and non dues sources.  If dues revenue accounts for less than 30% of the total (non-conference) operating expenses, a review of the dues structure will be undertaken.

Non-dues revenue includes sales, advertising, sponsorship, continuing education through programs, publications and contributions.  The Annual Conference and continuing education programs are revenue generating activities.

Programs and services made available to nonmembers will be priced at higher rates than to members when MLA is the sole sponsor of the program.

The Association will achieve a fund balance equivalent to 60 days of operating funds by June 30 of each year.

Financial Planning Assumptions
Institutional dues and contributions support the Association’s advocacy role.  Individual membership dues will, at a minimum, cover the cost of basic membership services.

External funding for programs and services will be regularly sought.

Continuing education opportunities will be marketed to members and to new audiences in an effort to promote the Association and to increase membership.

Certain services may be reserved for the exclusive benefit of Association members.

Opportunities for Growth
New programs and services which generate new revenue and/or increase membership will be investigated and evaluated at least annually.

Endowment opportunities will be reviewed on a regular basis.

9.3 
ASSOCIATION FUNDS

Association Funds are comprised of various types of funds:  Operating, Reserve, and Designated.

Operating Fund
Funds expected to be spent in the normal course of business during the current budget cycle.   The operating fund should provide sufficient cash to meet the financial obligations of MLA in a timely manner.   The Minnesota Library Association Foundation will serve as the fiscal agent for 501(c) 3 charitable contributions to the Association to be used at the discretion of the MLA Board.

Reserve Fund
The Association’s reserve fund is held to meet the expenses from unanticipated activities required by the Association to fulfill its mission.

Designated Funds
The Board of Directors may create designated funds for specific Association activities.  Annual interest from designated funds administered by the Association is returned to the operating fund.   Current (2001) funds include:

Program Fund

The Program Fund was created to provide financial support to the full range of public and professional programs offered by MLA divisions, subunits and round tables.  The MLA Program Fund Board (the three past presidents of MLA who no longer serve on the MLA Board of Directors) reviews applications and recommends disbursements to the Fund’s administrator (the Minnesota Foundation in St. Paul, Minnesota).  Section 9.4 of the Policy Manual provides guidelines for the Program Fund.

Readers Advisory Lecture Fund

Established through a private contribution in 1986, this Lecture Fund may be used by the Readers Advisory Round Table for expenses related to its programs.  MLA administers this fund.

Subunit Carry-Over Funds

As part of a financial restructuring in 1995, the ability for subunits to maintain individual unit reserve funds was eliminated.  Subunits are encouraged to make budget requests on an annual basis for planned activities.  On a case-by-case basis, the Board of Directors may approve the carry-over of a specific subunit’s funds to accomplish a specific project or activity.  If no financial activity occurs within a two-year period and the subunit does not take action with the Board of Directors, the individual subunit’s carry-over fund will be returned to the operating fund.  MLA administers these funds.
9.4
GUIDELINES FOR PROGRAM FUND


October 10, 1986; October 7, 1987; November 13, 1987; April 19, 2004
Purpose: 

To provide financial support to the full range of public and professional programs offered by MLA divisions, subunits, and round tables.

1.
The MLA Program Fund is administered by the Minnesota Foundation. Requests must be submitted to the MLA Program Fund Board of Directors who will review the applications and make recommendations to the Minnesota Foundation.

2.
The MLA Program Fund Board of Directors consists of the previous three past presidents of MLA who no longer serve on the MLA Board of Directors of Directors. Each member will serve a three-year term. 

3.
The current Past President serving on the Board of Directors shall serve as chair-person and call all 

meetings and prepare an agenda for each meeting.

4.
The MLA Program Fund Board of Directors will meet at least twice a year to review requests for the use of the Program Fund. One meeting will take place at the Annual Conference. Applications will be reviewed and those recommended will be sent to the Minnesota Foundation for final approval.

5.

Application Procedures:


a.
A one-page description (proposal) of the program and its purposes with a request for the dollar amount needed and how the money will be allocated (travel, honoraria, etc.) should be submitted to the Chair of the MLA Program Fund, in care of the MLA Office.


b.
The MLA Program Fund Board will review the proposal and if recommended, will submit the request to the Program Officer of the Minnesota Foundation. The MLA Program Fund Board will notify the unit that made the request what action was made within 30 days of meeting as to whether the request received preliminary approval or not.


c.
If endorsed by the Program Officer, the request goes before the Minnesota Foundation Board for final approval. The Program Officer will then notify the MLA Program Fund Board of the approved request(s). A single check will be made out to the Minnesota Library Association and funds distributed by the MLA Treasurer.


(By meeting twice a year, the MLA Program Fund Board can batch requests and eliminate the need to submit separate requests for checks from the Minnesota Foundation.)

6.
Up to 100% of the interest on the capital is available each year. There is no limit on the amount that is requested.  
7.

Report and Financial Accountability:


a.
The Grantee shall comply with the Terms of Grant set by the Minnesota Foundation.


b.
The Grantee shall submit expense vouchers and receipts for payment to the MLA Treasurer.


c.
The Grantee shall submit three copies of the Final Report to the MLA Treasurer who will prepare a 


Certified Financial Statement, and issue a check in the amount of unexpended funds.  The MLA 


Treasurer will send two copies of the Final Report, Certified Financial Statement and check to the 


Minnesota Foundation with a cover letter and keep a copy of the report on file for MLA records.

9.5 
CHECKING, SAVINGS AND INVESTMENT ACCOUNTS

The Budget and Finance Committee shall recommend for Board of Directors approval such agents as are necessary to properly conduct the financial transactions of the Association.  Banking, bookkeeping and auxiliary financial services shall be named as needed.  Auditors shall be designated to conduct the audit as stated in Section 9.21, Audit.  Association funds shall be placed in interest-bearing checking account in a federally insured financial institutions.

Internal control procedures require that all disbursements of Association funds within the approved budget be authorized for payment, initially by the Executive Director, and ultimately by the Treasurer at the time of actual disbursement of funds.  The President, Treasurer and Executive Director, or other Board of Directors members as designated by the Board of Directors, are the designated signatories for Association accounts.  No disbursements shall be made without submission of a vendor invoice or written bill.

No Subunit, Committee, officer or member of the Association shall establish or maintain a checking or savings account for conducting any business of the Association except by permission of the Board of Directors, nor shall any member of the Association conduct Association business through personal account except as provided by Association policy.  (Bylaws, Article 13.6)

The operating fund is invested in an interest-bearing checking account in a federally insured bank and should have an investment horizon of no more than twelve months.  When the operating fund cash-on-hand balance equals ninety (90) days of normal operating expenses, cash shall be invested in money market funds that invest in government-backed securities.

The MLA Board of Directors shall serve as an investment committee to supervise and pre-approve the investment of Association funds.  In the execution of this responsibility, the following prioritized list of considerations shall apply: (1) Security, (2) Yield, (3) Convenience.  All investment transactions shall be made in good faith with the degree of judgment and care that a person of prudence, discretion and intelligence would exercise in the management of their own affairs.

9.6
INVESTMENTS
The operating fund is invested in an interest-bearing checking account in a federally-insured bank and should have an investment horizon of no more than twelve months.  When the operating fund cash-on-hand balance equals ninety (90) days of normal operating expenses, cash shall be invested in money market funds that invest in government-backed securities.

The MLA Board shall serve as an investment committee to supervise and pre-approve the investment of Association funds.  

Short Term Investments
The Association shall establish and maintain short term investments to meet unbudgeted expenses.  Short term
investments shall have an investment horizon of one to five years.  It shall be the responsibility of the Board of Directors
to set the amount to be used for these purposes based on recommendations from the Budget and Finance Committee.

Long Term Investments
Long-term investments shall enhance the Association’s purchasing power of monies held for future expenditure and to provide stability.  They shall have an investment horizon of more than five years.  No more than 40% of the total funds shall be in Long Term Investments.

It is anticipated that from time to time the services of a registered investment adviser may be sought to manage portions of the Association funds.  The following guidelines shall be used to engage a new or replace a current registered investment adviser for both individually managed accounts and mutual funds (with the exception of money market funds):  The Budget and Finance Committee will recommend hiring or replacing an investment adviser to the Board of Directors.  The Committee may work with an investment consultant (retained by MLA) to review the candidate(s) and make a recommendation to the Board of Directors for final approval.

9.7 
FIXED ASSETS

Fixed assets are non-consumable items of a relatively permanent nature.  These include equipment, furnishings, computer hardware and software and related items.  This policy covers all items purchased by or donated to the Association or its units.

Acquisition
The purchase of a fixed asset or receipt of a donation which meets the definition of a fixed asset must be approved by the Board of Directors.  Approval must be received prior to the purchase or receipt of the item.  All items identified as fixed assets shall become the property of the Minnesota Library Association.  Accountability of the Association’s assets is the responsibility of the Executive Director.

When an item is received, the Executive Director will label it for MLA ownership.  A record of the transaction will be kept on file in the Executive Director for inventory and depreciation purposes.  If an item is purchased or donated to a unit of the Association, the unit is responsible for the maintenance, upkeep and repair of the item.

Inventory
To maintain adequate accountability, a physical inventory of fixed assets will be taken on an annual basis.  The records of the general fixed assets account should be adjusted as necessary.  Inventory records shall include identifying asset descriptions.  The value of donations shall be established at purchase cost if known or estimated at fair market value.

Depreciation
Depreciation is based upon reasonable methods and useful life of the asset.  Depreciation schedules are the means for creating a replacement schedule for budgetary purposes.  The purchase of fixed asset items over $500.00 shall be capitalized and depreciated over the useful life of the asset.  All other purchases shall be expended to office supplies.

Disposition
If assets are sold, retired or otherwise disposed of, the depreciated value shall be removed from the general fixed assets account.  Proceeds from the sale of a fixed asset must be properly recorded during the fiscal year of the sale.

9.8 
DIVISION AND SUBUNIT OPERATING AND DISCRETIONARY BUDGETS

Divisions and Subunits (sections and round tables) may request an annual budget through procedures established by the Board of Directors.  The Board of Directors will determine the amounts to be designated as unit operating and discretionary budgets on an annual basis.  Requests for Annual Conference and program budgets shall be made in accordance with policies governing the Annual Conference and programs.  A Reserve Fund for programming is also available for subunits based on request and availability.

Basic Budget
Divisions shall receive an annual basic budget at the rate of $1.50 per member as of June 30 of the previous year.  Subunits shall receive an annual basic budget at the rate of $5.00 per unit member as of June 30 of the previous year.  The basic budget supports unit activities and specific and unique responsibilities such as publications, postage, photocopying, supplies and other routine operating activities.  Unit budgets may not be used to cover expenses for travel, meals, lodging or registration fees unless authorized by the MLA Board of Directors.

Requested Budget
Units may request additional funds for those activities that support the mission of the Association and the unit’s specific and unique responsibilities that are not covered by the basic budget.  Refer to sections 13.10 for Program-related budgets.  Conference budgets are developed as part of the Conference budgeting process.

Units that do not submit budget requests by the annually established deadline will receive only the basic budget.  Exceptions may only be authorized by the MLA Board of Directors when it sets the annual budget.

Monies are allotted based on availability and services to unit and Association members as determined by the Board of Directors.  Such monies are to be in the custody of the Association and shall be disbursed on authorization of the division, section and round table through procedures established by the Board of Directors.  Any balances unexpended and unencumbered at the end of the fiscal year shall revert to the general Association operating fund.  

9.9 
COMMITTEE BUDGETS

During the annual budget process, monies shall be allotted to committees based on availability of funds and the need of the committee as recommended by the Budget and Finance Committee and approved by the Board of Directors.  Committee budgets are subject to accounting procedures set up by the Board of Directors.  Any balances remaining unexpended or unencumbered at the end of the fiscal year shall revert to the general Association operating fund.  A Reserve Fund for programming is also available for subunits based on request and availability.

9.10
TRAVEL POLICIES

Board of Directors members may be reimbursed for travel in conjunction with official business of the Association including Board of Directors meetings and other Board of Directors-related activities.  Mileage shall be reimbursed at the rate set by the IRS.  No reimbursement shall be made for the first fifty miles round-trip (first 25 miles each way from home/office to the meeting site).  If the cost of public transportation is less than the amount that would be paid in mileage, reimbursement shall be limited to the lesser amount.  The MLA Executive Director shall be eligible for reimbursement for mileage in accordance with existing personnel policies.  No other members of the Association are eligible for mileage reimbursement unless expressly approved by the Board of Directors.  Under certain circumstances, other actual expenses related to travel may be reimbursed up to $75.00; if your institution does not reimburse  MLA Board of Directors-related expense).

9.11 
TRAVEL TO NATIONAL ALA CONFERENCE

The MLA/ALA Chapter Councilor, MLA President, Vice-President/President-Elect and Executive Director are eligible for travel reimbursement within budget limitations to attend the American Library Association Conference.  MLA may provide travel reimbursement within budget limitations for one person to attend ALA Legislative Day based on the recommendation of the Legislative Committee Chair.  Travel expenses for MLA Annual Conference presenters are paid according to established conference policies (Section 13).  All exceptions to travel policies require prior approval of the Board of Directors.

MLA/ALA Chapter Councilor
Within budget limitations, payment for MLA/ALA Chapter Councilor expenses may be made to attend the midwinter and Annual Conference.  A travel and expense allowance for the ALA Councilor shall be approved annually as part of the budget process.   Lodging reimbursement for Councilor shall begin the night prior to the first Council meeting or other Council-related activity through the night following the last Council meeting or other Council-related activity that the Chapter Councilor must attend.  Expenses for Council-related activities in which the Chapter Councilor may participate by virtue of serving on the Council, but which are not directly related to serving as the Chapter Councilor, shall not be reimbursed.

MLA President
The MLA President is strongly urged to attend the ALA annual or midwinter conference.  If the President’s institution does not pay for attendance, MLA may reimburse the President within budget limitations for transportation, registration, lodging and meal expenses within the guidelines as outlined.  A travel and expense allowance for the President shall be approved annually as part of the budget process.

MLA Vice-President/President-Elect
The MLA Vice-President/President-Elect is strongly urged to attend the ALA annual or midwinter conference to participate in the Chapter Vice-President/President-Elect Orientation.  If the Vice-President/President-Elect’s institution does not pay for attendance, MLA may reimburse the Vice-President/President-Elect for expenses to the extent allowed within the budget for registration, transportation, lodging, and meals within the guidelines as outlined.  A travel and expense allowance for the Vice-President/President-Elect shall be approved as part of the annual budget process.

MLA Executive Director
MLA shall send its Executive Director to the Annual Conference of the American Library Association.  Reimbursement shall be made for expenses for transportation, registration, lodging and meals.  Travel and expense allowances for the Executive Director and Association staff shall be approved annually as part of the budget process in accordance within existing personnel policies.

9.12 
PROGRAMS OTHER THAN CONFERENCE 

The Minnesota Library Association, its divisions and units may sponsor programs in addition to the Annual Conference.  An MLA program is a planned presentation with a clearly defined structure and content, seeking to meet specified goals and objectives for an identified audience.  Conference programs and activities are governed by separate Conference Policies (Section 20).

Programs are to be coordinated and planned in accordance with MLA policies. Requests for advance seed money may be submitted for consideration with the understanding that the money will be reimbursed.  Tentative site locations may be arranged prior to approval.  No further financial arrangements may be made until approval of the Budget and Finance Committee is received.  Any financial agreements entered into by units without Committee approval will be paid from the Unit budget.

Divisions of MLA are eligible to apply to the MLA Program Fund for programs in addition to the program budget process.

Budget and Registration Fees
Program budgets detailing expenses, proposed registration fees and any budgeted scholarships for the specific program must be itemized on the Program Request Form and submitted to the Treasurer.  The Request will be considered at the next scheduled Budget and Finance Committee meeting.   All subunit programming should be self-supporting.  Programs are to be budgeted at no less than cost plus 15% for administrative overhead.

Units may choose to offer a reduced rate to members of their units.  “Unit Rate” is available only to members of the sponsoring unit.  “Member Rate” is available to MLA individual members.  A rate higher than the member rate shall be charged for non-MLA members.

Proceeds from programs will first be applied to the Association funds approved through the Program budget request process in addition to the 15% administrative overhead.  The actual dollar amount will be determined by the MLA Executive Director and will be authorized by the Budget and Finance Committee. Any balances unexpended and unencumbered at the end of the fiscal year shall revert to the general association operating fund unless otherwise agreed to by the Board of Directors.

Reporting
A final financial report must be filed by the unit chairperson within sixty (60) days of the program.

9.13 
REIMBURSEMENTS

Invoices and requests for authorized reimbursement(s) must be submitted to MLA within 30 days from the date incurred.  If a Unit has not received an invoice to forward to the Executive Director within 30 days, the Executive Director shall be notified of the delay. Requests submitted more than 30 days of the date incurred shall require Board of Directors action and approval for payment.

Receipts for travel must be submitted for reimbursement of transportation, registration fees at pre-registration reduced rate, actual expenses for lodging and meals all within guidelines established by MLA.

9.14 
REFUNDS

Full refunds shall be authorized if programs are canceled by the Association or one of its sponsoring units.  MLA Annual Conference Policies (Section 13) govern Conference refunds.

No refunds are authorized for annual association membership fees.  However, a membership may be transferred from one Trustee to a new Trustee when a Trustee leaves an institution prior to July 1.

Refunds for program registration fees shall be authorized if requests are received at the Executive Director at least ten (10) working days prior to the program date or by the date specified on the program registration form whichever is earlier.  Refunds shall be subject to a processing fee as stated on the registration form.  No refunds are made after the program deadline.

9.15 
INVOICES AND BILLING

Accounts over 30 days overdue shall be subject to a 5% interest on the unpaid balance.  If payment is not received within 60 days of the original notice, a second invoice will be sent and will include a $5.00 service charge.  Thereafter, every 30 days that an original invoice is overdue, a subsequent invoice will be sent including an additional service charge of $5.00.

Once 190 days overdue from original invoice, the MLA Treasurer shall send a letter requesting payment as soon as possible and will indicate that no additional orders from that institution or individual will be accepted until the outstanding invoice is paid.

If payment is not received within 60 days after the letter is sent by the Treasurer, the amount due will be considered a bad debt for bookkeeping and audit purposes and no additional invoices will be sent.  Records will be kept of such bad debts and no additional orders will be accepted from that institution or individual until the past due amount is paid.

Should a check be written to MLA and be dishonored, MLA shall take any and all action permitted under Minnesota’s worthless check law to recover the amount of the check and such fees imposed by the bank upon MLA as a result of the deposit of the check.  A fee of $15.00 will be charged by MLA for each worthless check.

9.16 
SALES OF ITEMS

The Minnesota Library Association maintains an inventory of library related items such as mugs, pins, etc. available for sale at programs and other events.  Subunits are encouraged to sponsor the sale of these items or other items which the subunits which to offer, such as T-shirts, sweatshirts, memo pads.  The sale of any item, however, is conducted by the unit under the auspices of the Association.  Inventory of all MLA-approved sale items will be maintained and housed at the MLA Office.  This procedure does not include MLA sponsored publications.  Subunits may make arrangements for sales directly with the MLA Executive Director for sale of items in inventory.  Books to be offered for sale shall be purchased on a consignment basis only. All proceeds from sale of items goes directly to Development Line Item in MLA Budget.  Subunits can apply for funding for specific events/products.  Proceeds split between MLA and Subunit 50%/50%.

Guidelines
Requests to sell items not currently in inventory must be submitted by the sponsoring unit to the MLA Executive Committee for approval at least four (4) months prior to the initial date of sale if possible.  The Executive Committee, and if necessary the Budget & Finance Committee, will review the proposal including the pricing structure of the item.

The Board of Directors will make a decision on the proposal no later than 45 days after receipt.  The unit will be notified of the decision by the Executive Director.  If approval is granted, staff will place and receive the order for the item.  The sponsoring unit will be responsible for the promotion and marketing of the item.  The inventory of the item will be maintained by the Executive Director until such time that the unit requests (in writing or by telephone) that a designated number be set aside for the unit to be picked from the Executive Director.  Arrangements may be made to ship items to the site of the sale if time permits.

The sponsoring unit will handle all sales of the item at the program.  Unsold items will be returned to the MLA Office within ten (10) working days after the sale along with all proceeds.  Excess inventory will be housed at the MLA Office and will be available to all MLA units to offer for sale as appropriate.

Book Sales
Books and similar materials (CDs, videos, audiotapes, etc.) are to be purchased on a consignment basis only.  The MLA Office will place the order and the Executive Director will sign any consignment contracts.  The billing address will be the MLA Office.  The books will be shipped directly to the site of sale.  The sponsoring unit will return the books directly to the publisher or bookstore.  The unit must notify the MLA Office in writing within ten (10) days after the sale of the number of items sold/returned and send proceeds from the sale.

Sales tax must be included in items sold.  MLA Office pays annual state sales taxes.

9.17 
INSURANCE

MLA shall, to the full extend permitted by applicable law from time to time in effect, purchase and maintain indemnity and general liability coverage on behalf of any person who is or was a director, officer, employee or member of a committee of this Association against any liability asserted against such person and incurred by such person.  To the full extent permitted by applicable law, the Association shall indemnify each person made or threatened to be made a party to any threatened, pending or completed civil, criminal, administrative, arbitration or investigative proceeding in accordance with the MLA Bylaws, 14.8 Indemnification and its subdivisions.  

9.18 
FISCAL AGENT

When MLA serves as the fiscal agent for programs of units, as the fiscal agent for non-MLA activities or for an activity co-sponsored with another organization, MLA will charge 25% of the gross income generated by the activity to cover indirect costs.

9.19 
SCHOLARSHIPS


August 23, 2002

The Minnesota Library Association will make available scholarship funds in support of Association continuing education activities, including unit programs and the MLA Annual Conference.  Funds for the scholarships shall be included in the unit program and Annual Conference budgets.  Designated scholarships may be available.  

Sharon Lerner Scholarship:

The Sharon Lerner Scholarship is funded by Lerner Publications Company.  The scholarship is awarded in accordance with the guidelines agreed to by the Minnesota Library Association and Lerner Publications.  It is awarded annually to Minnesota library workers providing children’s or young adult services.  Award of the scholarship must follow the designated scholarship guidelines.

Conference Scholarships:

Scholarships for attendance at the MLA Annual Conference may be budgeted and awarded as part of the conference planning process.  The number of scholarships and the amount of the scholarships will be determined by the Scholarship Committee.

Diversity Scholarship:

Annual award of one (1) Diversity Scholarship of $1,000 to be awarded to a person of color for graduate study in librarianship leading to an ALA-accredited master’s degree in library &/or information science. Applications must be received by the end of February. The successful recipient will be notified in May.  The official announcement of the award will be made in the association newsletter. Formal recognition of the award will be made at the Association’s Annual Conference in the Fall.  

Selection Committee: Vice-President, Past-President, CE Committee Chair, Diversity Round Table Chair, and one other member of the Diversity Round Table.

Applicants must:

1. Be a member of the Minnesota Library Association

2. Be a member of a minority group, defined by the U. S. Government as: Black, Hispanic (regardless of race), Asian or Pacific Islander, and American Indian or Alaskan Native.

3. Be currently enrolled in an ALA-accredited graduate level program in Library or Information Science.

4. Have successfully completed one graduate course, but not be more than half way through the program.

5. Demonstrate evidence of Leadership potential

6. Demonstrate evidence of Academic ability

7. Be a State of Minnesota resident or be employed by a Minnesota Library.

Procedure for applying:

1. Complete and submit five copies of the application form by February 28 to the Executive Director of the Minnesota Library Association.

2. Attach to each application a statement 500-1,000 words, word-processed on 8 ½ x 11 paper discussing: a. your eligibility for the scholarship; b. your experience in libraries; c. the contribution you expect to make to librarianship.

3. Attach an up to date resume.

4. Attach an official certified transcript of your coursework in the ALA approved graduate program and evidence of current enrollment.

5. Provide copies of letters of reference from three individuals, not relatives. One should be from an academic advisor or an employer. Your letters of reference should address your educational background, professional achievements, and your general character.

6. Provide a statement of financial need.

Minnesota Library Association

Diversity Scholarship Application Form

Please type or print clearly and fill out completely.

PERSONAL INFORMATION

Name:














Address:













City/State/Zip:













Phone:







Fax:






E-mail:














Are you a member of the Minnesota Library Association?  
___ Yes
___ No
Are you a state of Minnesota resident?


___ Yes
___ No

Are you currently employed by a library? 


___ Yes
___ No


Library:








Address:










Education Information

What ALA-accredited master’s degree program are you currently attending? 

List all junior colleges, colleges, universities, graduate and professional school at which educational credit has been earned. (Please include: Institution, Major, Degree, Degree Date, and GPA)
Minnesota Library Association

Rating for Diversity Scholarship Applicants

CANDIDATES

Raters



A

B

C

D etc.

Vice-Pres

Past Pres

CE Chair

Diversity Chair

Diversity member

# of Applicants

The letter at the top of this rating chart corresponds with the letter in the upper right of the applicant’s materials. 

Rate the candidates in order of preference # 1 being first choice.

9.20 
NON-PROFIT STATUS

MLA is a non-profit trade association organized under the laws of the State of Minnesota and is classified by the Internal Revenue Service (IRS) under Section 501(c)(6) of the Internal Revenue Code (IRC).  Contributions to MLA are not tax deductible.

In order to provide members and others the ability to deduct contributions to MLA, MLA entered into a Fiscal Agency Agreement with the Minnesota Library Association Foundation in April 1995.  The Minnesota Library  Association Foundation (MLAF) is a non-profit foundation organized under the laws of the State of Minnesota and is classified by the IRS under Sections 501(c)(3) and 509(a) of the IRC.

To mutually support the educational and charitable work of MLA and, in turn, libraries of the State of Minnesota, MLAF will accept, hold, and disburse contributions intended for the support of MLA’s work, and will certify that any disbursements are made for such purposes which are consistent with IRC Section 501(c)(3) and the expressed intent, if any, of the donor.

Tax deductible contributions are received by the MLA Office for recording and acknowledgment by MLA Executive Director.  The Executive Director forwards contributions, payable to MLAF, for the MLA Fund.  MLA and MLAF cooperatively established procedures and communication protocols to provide for the efficient and effective handling of funds, correspondence, record keeping and communications between the parties.

The control and approval of expenditure of such funds shall be vested in MLA.  MLAF shall ensure that the MLA Board of Directors’ request for such funds are in keeping with IRC regulations to continue to maintain the fund’s tax status.

9.21 
AUDIT

An audit of the financial records of the Association shall be conducted annually or at other times as approved by the Board of Directors.  The audit report and accompanying information will be reviewed by the Treasurer and the Budget and Finance Committee.  The Executive Committee and the Board of Directors will receive the audit report and direct the necessary action.  A summary of the audit will be printed in the Association Newsletter following Board of Directors review.  Copies of the audit will be available to members at the MLA Office.

9.22
FINANCIAL REPORTING

The Board of Directors shall receive a monthly financial statement for review at its regular meeting.

At the Annual Conference of the Association the Treasurer shall report to the members on the financial status of the Association (Bylaws, Section 2.6.3).

10.
PUBLICATIONS

Advertising Policy:

All requests to sponsor an MLA event, rent MLA mailing lists, or advertise in MLA publications are subject to approval by the MLA Board of Directors.  MLA reserves the right to deny such a request, if, in MLA's sole judgment, the prospective mailing material or advertisement would not serve the interest of MLA or its members OR the prospective sponsor or requester has goals or purposes or has engaged in conduct which MLA, in its sole judgment, determines to be inconsistent with the interests of MLA or its members or not in keeping with the character of the MLA Conference or MLA publications.

(Adopted 6/3/94)

MLA will accept for publication in its newsletter, directory, conference programs, and such other publications as may be deemed appropriate by the Publications Committee, the following kinds of advertisements:

1. Positions available (display ads only--Job listings are printed as a service to the membership).

2. Positions/materials/equipment wanted.

3. Library materials/equipment for sale.

4. Travel, in relation to meetings of interest to the library community.

5. Commercial advertising from firms whose products or services are directly related to the purposes of the Association.

Advertising rates shall be set by the Board of Directors upon recommendation from the Publications Committee in consultation with the Executive Director. (12/5/83)

Directory:

Every other year contains bylaws, articles of incorporation, and background material on Minnesota libraries.

Newsletter:

Title:  

MLA Newsletter Editor

Definition: 
Under the general direction of the MLA Board of Directors and in accordance with MLA policy, edit the issues of the Newsletter annually.

The Newsletter is the official publication of the Minnesota Library Association.  Its purpose is to support the objectives of the Association by providing the entire membership with news and information about the Association and about libraries and library workers and library trustees of interest to members.

Examples of Duties:

a.
Solicit and edit articles and news releases.

b.
Supervise preparation of layout and camera-ready copy.     

c.
Prepare an annual budget.

d.
Meet with the Publications Committee, as needed.

Requirements:  Editorial, writing and production experience.

Occasional Publications:

Occasional publications will be printed with the approval of the Board of Directors of Directors.

11.
ARCHIVES

Copies of all Association publications and all official files of the Association are deposited with the State Historical Society 
for the MLA Archive when they are no longer current.  Anyone who wishes to use these historical files may do so by 
making arrangements with the Manuscripts Division of the Minnesota Historical Society.  Anyone who has association 
documents that are of archival nature should contact the Executive Director to arrange transfer to the Historical Society.

Letter received from the Minnesota Historical Society (MHS) accepting records for MLA. Moved to give MHS freedom to 
dispose of any unneeded items from MLA records.  (8/21/75)

12.
AMERICANS WITH DISABILITIES ACT


June 16, 1995
The Americans with Disabilities Act of 1990 (Public Law 101-336) defines "person with a disability" to mean a person who: 1) has a physical or mental impairment that substantially limits one or more major life activity; 2) has a record of such an impairment; or 3) is regarded as having such an impairment.

The goals of the Minnesota Library Association (MLA) with respect to the Americans with Disabilities Act (ADA) are as follows:

1. To assure all members full participation in all aspects of MLA.

2. To make MLA conferences and meetings accessible for anyone who wants to attend.

To this end MLA will:

1. Adopt rules, policies and practices in order to facilitate participation by all members.

2. Ensure that architectural, transportation and communication barriers are removed or minimized.  Examples of this would be holding meetings only in accessible buildings; providing accessible transportation for tours and events for which member transportation is provided; providing sign language interpreters, notetakers, etc. for use at meetings; providing a TDD access point for phone calls.

3. Provide auxiliary aids and services where needed.  Examples of these would be sign language interpreters, assistive listening devices, notetakers, brailed or large print materials.

4. Inform members of attention to special needs by including a statement to that effect on all MLA materials.  Examples of statements would be: "Materials will be provided in alternate formats upon request", "An interpreter for the hearing impaired will be provided if one is requested two weeks in advance".

5. Promote MLA services and programs to people with disabilities in a variety of formats upon request.  An example of this would be providing a Braille conference program.

Should circumstances or finances prevent MLA from providing the above services, then every effort will be made to reasonably accommodate the individual with the disability.

13.1
ANNUAL CONFERENCE GENERAL POLICIES 

August 1, 1983; March 3, 1995; June 13, 1997

The purpose of MLA’s Annual Conference is to provide continuing education for its members, opportunities for networking both formal and informal, to introduce new trends, products, technology, and services, and to generate a cash surplus for the association’s ongoing services.

The conference is the ultimate responsibility of the MLA Board of Directors which delegates its responsibility for planning and execution to the Conference Oversight Committee, chaired by the MLA President.   The Board of Directors is responsible for setting the conference dates.

It is understood that communication and coordination among all committees is essential to achieve a successful conference.  The organizational chart and job descriptions are to be used as a guide.

Registration:

1. Registration fee is waived for full-time students in a program of library and information science who preregister.

2. Everyone attending the conference must be registered.

3. Spouse or Friends of persons registered for the conference may attend meal functions only with that person without paying the registration fee, but they must complete a registration form.  Meals must be paid prior to the conference.

4. Members of affiliate organizations and the Iowa, North Dakota, South Dakota, and Wisconsin library associations may register at member rates.

5. Registration fees shall provide for a full conference rate and a daily rate for both members and nonmembers. Persons who preregister shall be accorded a reduced registration fee. 

6. Because of the amount of conference materials that need to be handled by the registration personnel, no other materials may be distributed at the registration desk.

7. Registration fees are paid from the conference budget for the Conference Oversight Committee (President, Vice-President/President-Elect, Past President, Treasurer, Exhibits, Local Arrangements, Registration, Publicity).  Individuals are responsible for payment of other Conference-related expenses (meals, mileage, lodging, special events, etc.).

Refunds:

1. Refunds for registration and meals will be made only if notice is received by the cancellation deadline.  

2. The deadline for refunds is determined annually by the Conference Oversight Committee.

3. Refunds are subject to a processing fee.  This fee may be set by and/or waived at the discretion of the Conference Oversight Committee.

4. No refunds will be made after the deadline date.  No refunds for meals or special functions will be made at the conference.

Complimentary:

1. Recipients of Certificate of Merit, Distinguished Achievement, and the President’s Award each receive up to two complimentary ticket to the awards dinner.

2. Presenters at meal functions receive a complimentary meal.

13.1
ANNUAL CONFERENCE GENERAL POLICIES

Membership Meeting:

1. No other meetings or activities may be scheduled during the MLA annual membership meeting.

2. Non-MLA members may attend the MLA business meeting, but may not actively participate or vote.

Funding/Budget:

1. The Budget and Finance Committee will prepare and oversee the conference budget. Any proposed expense which exceeds the appropriated budget for the committee, must be approved by the Budget and Finance Committee before obligation is incurred. 

2. All expenses paid must have been included and approved in the conference planning and budgeting process.  This includes copy costs for handouts and materials.  Any changes which exceed the approved budget, must be submitted to the chair of the appropriate committee, and then approved by the Budget and Finance committee before the obligation is incurred.  It is a policy of the Association that the conference should generate a cash surplus for the Association.

Programs:

Non-MLA organizations that wish to meet in space held by the Association during the Conference shall submit a written request to the Conference Program Chair. The decision to release space to such an organization shall be made by the Conference Program Chair in consultation with the Conference Oversight Committee depending on issues of cost.

Speakers/Contracts:

1. All presenters and speakers at the conference must have a signed agreement prior to the conference.  No payments (honorarium or otherwise) will be made to speakers without a contract. 

2. Librarians, library workers, and library trustees, working and/or residing in the State of Minnesota are not reimbursed for travel expense to the Annual Conference, nor do they receive honoraria.  This applies to conference and subunit funds.  If the sole purpose of attending the conference is to moderate or present one program and the individual will not remain on-site, registration may be waived.  Presenters at an MLA conference who are members of the Minnesota library community but not MLA members may register for the conference at member rates.  

3. Out-of-state presenters and non-library presenters from within Minnesota may receive an honorarium.  In addition, they may be reimbursed for travel expense at the lowest possible airfare or the prevailing Association mileage rate, whichever is less, and for overnight lodging (at conference rates) necessitated by presentation schedule.  These costs must be detailed on the agreement. 

Exhibitors/Table Top Displays/Professional Tables:

1. Exhibit areas are available at the conference for private corporations, individuals, and independent organizations.  They are invited to exhibit provided they are aligned with the mission and the purpose of MLA and are of interest to the membership. Upon receipt of a signed contract with MLA and the required fee, approval shall be at the sole discretion of the Conference Oversight Committee. Professional tables are available for a fee to MLA divisions, sections, Round Tables, and affiliated library and nonprofit groups such as MALF, MLTA, and HSLM, provided they are aligned with the mission and purpose of MLA and are of interest to the membership. Upon receipt of a signed contract with MLA and the required fee, approval shall be at the sole discretion of the Conference Oversight Committee. 

2. The fee for professional tables shall be no less than the actual cost charged to the Association. 

3. The conference program shall contain a disclaimer which states the MLA does not endorse any product or opinion, expressed or implied which is represented by those exhibiting. (6/13/97)

13.2
ANNUAL CONFERENCE Oversight Committee
Chair:
President

Committee Description:  

The MLA President oversees the conference.  In addition to chairing the conference committee, the President sets the theme of the conference, appoints committee chairs, sponsors programs, has final approval on all programs, sets the agenda and presides at the annual membership meeting.  All contracts must be signed by the Executive Director. The President shall chair the Conference Oversight Committee.  The Past President shall chair the Conference Program Committee.  The Vice President/President-Elect shall serve as Vice-Chair for the Program Committee and assist the President as needed to develop knowledge and skills for his/her leadership role the next year.  

Purpose: 

The President is responsible for overall development and coordination of the Annual Conference and conference to be held during his/her term.  The President shall chair the Conference Oversight Committee which is comprised of the following committee chairs:

1. MLA Office and Executive Director.

2. Vice-President/President-Elect.

3. Conference Program Chair, Past President.

4. Budget and Finance Chair, MLA Treasurer.

5. Local Arrangements Chair, appointed by current President.

6. Exhibits Chair, appointed by current President.

7. Publicity Chair, appointed by current President.

8. Registration Chair, appointed by current President.

9. Silent Auction Chair, appointed by the current President.

10. Special Committees Chairs, as appointed by current President.

All Chairs’ Responsibilities:  

1. Maintain a record of the work you do: record incidentals, addresses, questions/answers-anything you or others may need to refer to during the course of this conference or a future conference.  Use a software package that allows for easy sharing or combining of files.

2. Maintain contact with the Conference Oversight Committee Chair and other committee chairs and the MLA office.

3. Attend conference planning meetings. If unable to attend, inform the MLA office and send an alternate.
4. Strictly adhere to the Conference Planning Schedule and deadlines.

5. Use MLA stationery and envelopes for all correspondence.

6. If questions arise, the MLA policies and procedures will be the arbiter.

7. The Chairs of all committees shall be responsible for the coordination of their committee functions as outlined in appropriate sections below.

13.2
ANNUAL Conference Oversight Committee
Timeline:

December/January:
Convene Conference Program Oversight Committee orientation meeting.

Set conference theme.

Investigate potential keynote speakers.

Work with Publicity committee to develop logo and overall public relations plan.

Appoint Local Arrangements Committee members. 

February:

Identify and recruit speakers for President’s programs.  

March/April:

Choose President's Award recipient.

Continue to fill in President and/or board programs where needed.

May:


Approve preliminary schedule of special events, receptions and tours.

Coordinate Preliminary conference program. 

June/July:

Write feature article with Program Chair for MLA Newsletter.

August/September:
Set agendas for Membership Meeting, Board Meeting, Awards Banquet, President's 

Reception; other events as needed.

October:

Send thank you notes to President’s program speakers and committee chairs.

MLA Office and Executive Director:

The Executive Director is an ad hoc member of every committee.  The Executive Director is responsible for negotiating contracts for conference sites, meals, and other events in coordination with the Conference Chair and Oversight Committee.  He/She shall authorize budgeted expenditures in coordination with the Budget and Finance Committee. All contracts must be signed by the Executive Director.  The MLA office staff will act as the central clearing house for the Conference Oversight Committee and coordinate all activities.

The Executive Director and MLA office staff is responsible for the coordination of the activities between the Conference Oversight Committee and the Conference Chair.

Duties:

1. Negotiate site contracts.

2. Provide assistance in the budgeting process and authorizes expenditures.

3. Oversee registration process.

4. Manage printing process of all conference publications.

5. Oversee exhibitor arrangements, advertising and sponsorships.

6. Coordinate publicity overall.
7. Coordinate all aspects of the conference with appropriate committee members; special emphasis on coordinating the theme, programs, events, decorations, colors, signage and meal functions is essential.

8. Collect all contracts for speakers, exhibitors, sites, events, functions, equipment, etc.

9. After receipt of invoices, reimbursement forms, etc. process payment for all approved budgeted expenses.

13.2
ANNUAL Conference Oversight Committee
Executive Director Timeline:

18 months:

Tour facilities with Arrangements Chair and/or next conference chair.

Evaluate needs of exhibits, programs, housing and meals.

Begin financial and space negotiations.

November:

Work with treasurer and MLA Budget and Finance Committee to assess financial 

needs of association and establish preliminary conference financial goals.

February:

Finalize financial negotiations with conference site(s).  

Work with Arrangements Chair and Committee, local convention bureau, Exhibit 

Chair and Conference Oversight Committee to create "packages" to include tours, 

keynote speakers etc. to be underwritten by those participating in the Conference 

Partner's Program, silent auction and any other marketing tools.

Mail initial invitation to previous and potential exhibitors.

Mail postcard announcing conference theme, dates, and highlights.

March:


Work with Conference Oversight Committee to set fees and budget.  

Work with Arrangements Committee to develop pricing for housing, meals, events, 

etc. for registration form.

Receive map of facility for conference program.

Begin work with Publicity Committee to develop overall plan.

Forward copies of program worksheets to Program Chair, Co-chair, and President 

for scheduling and budgeting.

Work with President to negotiate and sign Memorandum of Agreement with 

affiliate organizations

April:


Identify potential Conference Partners and sponsors for contacts, with assistance of 

Exhibit Committee.

Coordinate silent auction solicitation with exhibits committee and honorary chair.

Solicit advertising for programs.

May:


Work with Registration Chair to develop registration form and process.

Work on recommended final conference budget.

Announce hotel and conference rates in newsletter.

Process and acknowledge registration of exhibitors.

Keep Exhibits Chair informed at all times of details of exhibitors registration, 

sponsorships, and silent auction contributions.

Mail preliminary program.

June/July:

Prepare MLA Call to Conference Newsletter issue, coordinate President and 

Program Chair feature articles.

Work with Exhibit Committee on silent auction solicitation, collection, and listing 

of items for updated catalog.

Print and distribute final program.

August:


Make changes on final program and arrangements.

Process registrations and track numbers of attendees for programs, meals etc.

Maintain contact with Program Chair with regard to attendance/registration details.

September:

Arrange with Registration Chair and committee members for recruited volunteers to 

stuff packets, match name tags, ribbons and receipts to attendee.

In coordination with Registration Committee, arrange to have packets and supplies delivered to Conference site.

Conference Week:
Participate in training of registration volunteers.

Supervise with Registration Chair the registration process.

Be available as troubleshooter throughout conference.

Attend board and membership meetings.

Report final registration figures to Arrangements Chair including meal, event, and 

individual program numbers.

November:

Submit preliminary report and attend conference debriefing.

Assist President, and committee chairs with writing of thank you notes.

Process payment for all approved conference expenses within 30 days.

Prepare and submit final conference report including financial and attendance 

statistics.

13.3
ANNUAL Conference Program Committee

April 11, 1983; July 8, 1986; March 3, 1995; November 11, 1995

Chair:  Past President

Committee Description:  

The Conference Program Committee is charged with the responsibility to develop the program for the Annual Conference of the Association.  The Chair oversees coordination of all programs, event, and functions in cooperation with the Conference Oversight Committee.

Purpose:  

To plan the programs for the Annual Conference of the Association.

Membership:  

The Past President is the Chair. Members are the Vice-Chair of each subunit (unless their bylaws state otherwise) and such other members as the Chair shall appoint.  Chair reports to the Conference Oversight Committee Chair.  The Conference Oversight Committee chairs for Arrangements, Exhibits, Publicity, Budget, and Registration are ex-officio members and may attend meetings for informational purposes.

Write an article with the President featuring keynote speakers and special events for the MLA Newsletter -- Call to Conference issue.  The Conference Program Chair and the President will write an overall conference summary for the Nov/Dec issue of the MLA Newsletter and Committee members will be asked to summarize their programs.

Duties:

1. Carry out the President’s theme by incorporating it into programs.

2. Ultimate responsibility for subunit members meeting conference deadlines rests with the vice-chair or designated program committee chair of each subunit.

3. Send thank you letters to speakers and others following conference.

4. Submit all conference program-related, approved expense vouchers to MLA office.

5. Other duties as assigned by the Conference Oversight Committee.

Reports:  

As needed to the Board of Directors.

Timeline:

January:

Call first Conference Program Committee meeting.

Begin search for keynote speaker(s).

March:


Initial program planning worksheets due.

Request any conference budget changes.

May:


Schedule programs and events for conference.

Submit initial equipment requests.

13.3
ANNUAL Conference Program Committee

July:


Final program requests with speaker information and photos due.

Speaker contracts due. 

Send photos, biographical data and program descriptions for final program to 

MLA office.

Chair writes article with Conference Chair for MLA Newsletter highlighting 

keynote speakers and events.

August/September:
Submit last minute program changes.

All speaker contracts filed with the MLA office.

All program sponsors have completed arrangements for speakers and 
moderators.

All equipment requests have been finalized

October:

Available at conference site as needed.

Submit vouchers and bills for preapproved conference expenses.

Summarize conference keynote speakers and events for Nov/Dec issue of 

MLA Newsletter.  Recruit Committee members to summarize their Programs.

November:

Prepare preliminary report and participate in Conference debriefing.

December:


Submit final report.

13.4
ANNUAL Conference Budget and Finance Committee
Chair:  Treasurer

Committee Description: 

The Chair of the Budget and Finance Committee shall oversee the budgeting process of all conference

expenses and be responsible for preparing the working conference budget in coordination with committee 

members.  The Chair will have the authority to pay approved expenses when properly submitted.

Purpose:  

To prepare a budget for the Association’s Annual Conference.

Membership:  

Chair is Treasurer of MLA and members are President, Vice President/President-Elect, Past President, and 
Member-at-Large.  Ex-officio members for the preparation of the conference budget are members of the 
Conference Oversight Committee.

Duties:

1. In conjunction with the Conference Oversight Committee, set the registration fees for the conference.
2. In cooperation with the Exhibits Chair, set the exhibitor’s fees.
3. In cooperation with the Conference Oversight Committee, set the budget for the conference.
4. Review and approve/disapprove Conference Oversight Committee requests for budget alterations.
Reports:

1. As needed to the Board of Directors.
2. Provide a written copy of the conference budget to the Conference Oversight Committee.  Preliminary budget is part of the organization’s overall budget planning process completed immediately following the prior conference.
3. Prepare a written final report on the conference with specific recommendations.
13.5
ANNUAL CONFERENCE local Arrangements Committee
Committee Description: 

The Chair shall oversee arrangements at the Conference including the conference facility site, lodging, hospitality, equipment, events, meals and tours.  The chair shall appoint committee members to be responsible for each area above.

Purpose:  

To work with local libraries and library staff, local chambers of commerce, convention and visitor bureaus, and the conference site to provide local hospitality, events, meals,  and meeting rooms that meet the audio-visual and technological needs of the conference programs; and to assure welcoming ambiance is present at all times for the membership.

Membership: 

The Arrangement’s Committee chair shall be appointed by the President for a one-year term.  The chair will report to the President as a member of the Conference Oversight Committee.  Additional committee members shall be drawn from the local MLA members of the current year’s conference city.  

Duties:

1. Act as official liaison from the Association to the management of the conference site before, during, and after the conference.
2. Arrange for needed audio-visual and technology equipment based upon requests from the members of the Program and Conference Oversight Committees.
3. Schedule and arrange tours, receptions, local special events and hospitality.
4. Provide local information for the registration area.
5. Provide “troubleshooting” and assistance at the conference.
6. Work with the Executive Director and Conference Oversight Committee to coordinate the theme into all areas of programs, decorations, colors, signage, events, and meal functions.
Reports:

1. As needed to the Board of Directors.

2. Prepares a written final report on the conference with specific recommendations.

Timeline:
18-24 months prior:
Contact local MLA members for beginning initial planning process.

12-18 months prior:
Incorporate key local people into arrangements committees.

Contact local chambers of commerce and tourist bureaus.

January:

Visit tour possibilities and begin selection process for special events.

February:

In conjunction with Program Chair, select tour sites and special events.

November:

Write a report for and participate in conference debriefing.

December:

Prepare a written final report on the conference with specific recommendations.
13.6
ANNUAL CONFERENCE Exhibits COMMITTEE

Committee Description:  

The Chairs shall coordinate recruitment and retention of exhibiting companies, schedule and coordinate programs and events in the exhibit hall; solicit and recommend advertising and sponsorships to vendors and market MLA to prospective vendors.

Purpose:  

Incorporate activities involving exhibitors, professional tables and displays into the overall conference program.

Membership:

Chairs shall be appointed by the President for three staggered one year terms.  Candidates with previous Exhibits Committee experience will have first consideration.  One appointment shall be selected from a convenient proximity to the conference city and serve as site coordinator.  The other appointment shall be from the metro area to coordinate activities with the MLA office.  Five additional committee members, selected jointly by the President and committee chairs shall involve at least two current exhibitors.

Duties:

1. Carry out President’s theme by incorporating it into decorations and programming involving exhibitors.
2. In cooperation with Arrangements Chair and Executive Director, select location of exhibit space at the conference site and determine number of exhibit days and scheduled times.
3. Determine the number of exhibitors needed to fill the space available in the exhibit area.
4. In coordination with the Executive Director and Arrangements chair, recommend exhibit fees based on hotel/site rates, costs for conference draper and other exhibitor expenses.  Prepare conference budget for exhibits in coordination with the Executive Director and Budget and Finance Committee.
5. Identify and recruit new exhibitors, professional tables and displays.  Adopt an annual plan of action for committee.
6. Responsible for door prizes, drawings, or other prizes.
7. In coordination with the Program Committee, schedule programs, special events and exhibit hall hours when there is no conflict, in order to encourage high attendance in the hall.
8. In coordination with the MLA office and Publicity and Arrangements committees, provide information for printing program, publicity and signage.
9. In coordination with the Executive Director, determine booth assignments and mail acknowledgments to exhibitors.
10. The Chair will be responsible to supervise set-up and break-down of exhibits hall.  Schedule committee members to be present during all hours the exhibit hall is open, to act as host/hostess and as a troubleshooter for any needs.
11. Chair will arrange in coordination with the Executive Director and Arrangements chair for daily cleaning services and security if needed for the exhibit hall.
12. Chair will write thank you notes to exhibitors and committee members.

Reports:

Chair and committee will prepare final report on conference exhibits.

13.6
ANNUAL CONFERENCE Exhibits COMMITTEE

Timeline:

12 Months:

Work with Local Arrangements Chair and Committee, Conference Oversight 

Committee, Executive Director and President to set location, size and number of 

exhibits available at conference site.

Make recommendations regarding rates, days to exhibit and schedule.

July/August:

Assign booth numbers and inform representatives.

Work with local facility to arrange signage, drayage, equipment and security needs.

September:

Make final equipment arrangements including signage.

Collect door prize contributions.

Provide for security and daily cleaning of exhibit hall.

October:

Arrange committee to greet and troubleshoot throughout exhibit times.

Assist vendors with breakdown of exhibit hall.  

Make final inspection of hall for missed items.

Send thank you notes to committee members.

November:

Prepare preliminary report and participate in conference debriefing.

December:

Prepare final report.

13.7
ANNUAL CONFERENCE Publicity Committee

Committee Description:  

The Chair will coordinate all aspects of conference publicity including press releases, programs, flyers, posters, photographs and interviews before, during and after the conference.

Purpose:  

Coordinate all publicity of conference, including initial invitation, call to conference, program, daily newsletter, press releases, press conference and on site interviews and photographs.

Membership:  

The Chair shall be appointed by the President for a one year term.  

Duties:

1. Write and mail press releases as needed.  Maintain and update current mailing list of statewide library newsletters and other areas of interest.  Mail to surrounding state associations and affiliate associations within the state.

2. Mail initial invitation early in year.

3. Provide assistance to MLA office and Conference Oversight Committee with writing, editing and artwork for programs.  Write article for the MLA newsletter and other library and affiliate newsletters around the state featuring conference highlights.  Recruit volunteers for proofreading and mailing the call to conference and final program.

4. Local committee member will invite Mayor or local representative to the event agreed upon by the President.  Arrange local/statewide publicity during event.  Arrange photographers throughout conference.  Schedule interviews and pictures with local and/or state newspaper.

5. List conference in city, state and national listings.

Timeline:
June:

Write and edit conference highlights for MLA Newsletter, other library and affiliate newsletters.

July/August:

Work with President and Conference Program Chair with feature article for MLA 




Newsletter.

September:

Work with local arrangements committee to invite Mayor or local representatives 




for appearances and welcoming receptions/lunches, etc.




Arrange local/statewide publicity during event.

October:

Arrange photograph(s) throughout conference.




Schedule interviews/pictures.




Work with local arrangements committee to coordinate public relations activities.

November:

In coordination with the MLA office, Program Chair and committee chairs, write 




article for Nov/Dec MLA Newsletter highlighting conference keynote speakers, 




programs and events.




Prepare report and participate in conference debriefing.

December:

Prepare final report.

13.8
ANNUAL CONFERENCE Registration Committee

Committee Description:  

The Co-Chairs shall be responsible for the assembly of registration materials prior to the conference, carry out the daily registration procedures at conference and certify attendance during conference events.

Purpose:  

Facilitate registration of conference attendees, serve as a central clearing house for all activities at conference and serve as attendance auditors at all programs, events and meals to certify attendance for final billing.

Membership:  

Co-Chairs shall be appointed by the President for two staggered year terms.  Candidates with previous Registration Committee experience will have first consideration.  One co-chair appointment shall be selected from a convenient proximity to the conference city and serve as site coordinator.  The other appointment shall be from the metro area to coordinate activities with the MLA office. Two committee members will be selected by the co-chairs.

The MLA office will be responsible for processing registrations, meal and tour reservations and provide counts to committee members.

Timeline:

June:


Establish times registration booth will be open during hours. 

Determine staffing needs/hours. 

Week of Conference:
Arrange to have at least $100 cash to begin each day at conference.

Train registration committee and volunteers members.

Work with MLA office to solve any registration problems.

Only co-chairs and MLA office staff are authorized to change registration procedures not 
outlined here or on the informational sheet.

Write thank you notes to volunteers, committee members and others.

November:

In coordination with the MLA office, prepare preliminary report and participate in conference 
debriefing.

December:

In coordination with MLA office prepare final report for committee members.

13.9
ANNUAL CONFERENCE SILENT AUCTION COMMITTEE

Committee Description:  

The Chairs shall coordinate recruitment and retention of donating companies, schedule and coordinate auction times in the exhibit hall.

Purpose:  

Incorporate activities involving Silent Auction into the overall conference program.

Membership:

Chairs shall be appointed by the President for three staggered one year terms.  Candidates with previous Silent Auction experience will have first consideration.  One appointment shall be selected from a convenient proximity to the conference city and serve as site coordinator.  Five additional committee members, selected jointly by the President and committee chairs shall involve at least two current exhibitors.

Duties:

1.
Carry out President’s theme by incorporating it into decorations and programming involving donations.
2.
Select location of Silent Auction space at the conference site and determine schedule.
3.
Identify and recruit new donating companies/organizations/individuals.
4.
Finalize details of draper, site needs, signage and equipment needs.  
Timeline:

September:

Make final arrangements including signage.

Collect contributions.

October:

Send thank you notes donators.

Send thank you notes to committee members.

November:

Prepare preliminary report and participate in conference debriefing.

December:

Prepare final report.

13.10
ANNUAL CONFERENCE SITE NEEDS


November 9, 1984; October 20, 2000

Time Length:

Conferences are usually 2-1/2 days.

Space Needs:

1.
Exhibit space for 60-70 8’ x 10’ booths in area convenient to other meeting rooms.

2.
5-7 break out rooms at the same times ranging in size of 50-150 attendance; theater style seating.  

3.
2-3 lunches - attendance 50 - 100.

4.
1-2 dinners; one being Awards Dinner for 100 - 150 people.

5.
Event in exhibit area.

6.
Convenient registration area.

7.
Sleeping rooms for 100- 150 people (50-75 doubles) for 2 nights.

8.
Space available end of September or the first part of October.

9.
Free parking, if possible.
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