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I. INTRODUCTION 

The Minnesota Association of Law Libraries' (MALL) Operating Guidelines is designed primarily as a guide for chapter officers and chairpersons. The manual provides a listing of procedures governing chapter affairs and the specific responsibilities of each officer and committee. It is intended to ease the transition for new officeholders and facilitate communication on all levels. 

The Manual is updated as needed.  Updates will be coordinated by the MALL Executive Board. 
II. MALL MISSION STATEMENT

The Minnesota Association of Law Libraries (MALL) supports and serves its members in their professional pursuits. MALL provides opportunities for educational growth, service to the community, and a platform for advocacy on issues and social concerns in the law library community. MALL cultivates a spirit of cooperation among its members and other entities by supporting interests in legal information, information policy, and access to legal information for all Minnesotans. 

To achieve its mission MALL has the following goals: 

1. Advance the understanding and appreciation of law librarianship. 

1. Provide opportunities for educational growth and professional development for MALL members. 

2. Encourage engagement of more MALL members in MALL leadership, committees, and events. 

3. Provide a platform for advocacy by supporting interests in legal information, information policy and access to legal information for all Minnesotans. 

III. MALL ORGANIZATION 

A. HISTORY/OVERVIEW 

MALL was organized in 1955 with ten members. In 1973, the group decided to expand its membership regionally by including Iowa, Nebraska, North Dakota, South Dakota and Wisconsin.. The association grew to 85 members in the early 1980s and presently has over 100 members. Any person with an interest in law libraries may become a MALL member. Annual dues are $20 payable by July 1. 

MALL functions as a chapter of the American Association of Law Libraries. MALL hosted AALL Annual Meetings in 1938, 1960, 1964, 1990 and 2001. 

MALL was established as a non-profit association for educational and informational purposes. The organization holds meetings, sponsors workshops, elects officers, issues a newsletter, and initiates special projects. 

At least three business meetings are held each year. The typical format is a social hour or dinner, a short business meeting and a lecture or discussion. An annual MALL conference and business meeting is held every spring. A legal research institute is presented every other year. 

A newsletter is distributed to all members. Issues generally contain: a president's report, committee reports and notices, meeting and continuing education notices, plus articles contributed by the membership. 

Committees carry out the objectives and activities of the association with direction from the Executive Board. 

IV. RESPONSIBILITIES OF OFFICERS 

A. PRESIDENT

1. Qualifications

In order to serve as president of the Association, the member must be in good standing member of MALL and of the American Association of Law Libraries (AALL), must have at least three years of experience serving on MALL Committees, with at least one of those years serving as a Committee Chair.  See Nominations Committee for other recommended qualifications for Executive Board Members.
2. Responsibilities

a) Meetings

The President presides at all meetings of the Chapter and the Executive Board. The bylaws require three business meetings per year which are normally held as part of the Chapter's September or October meeting, February or March meeting, and the annual meeting in May. 

The President serves as official host/hostess at MALL meetings. The President will greet members and guests as they arrive and sit with special guests at dinner. 

b) Committees

The President organizes committees, including the appointment of all members and the designation of chairs. The MALL Directory, available on the members-only section of the MALL website, contains a current list of committees. The Executive Board may make additions and changes to the committees. Committees should be organized in June, particularly the Education Committee, which must start their work before September.  Members should be recruited for committee service at the Spring Conference through a committee sign-up form, which should be returned to the President by July 1.  The form should also be distributed through the listserv.  Some recruiting may be necessary since membership forms are not always returned by the July 1 deadline. Factors to be considered in making committee assignments include: 

(1) Need to balance the type of library represented (academic, private, government). 

(2) Length of service on a particular committee. There are no written guidelines, but three years is a reasonable limit for continuous service on a single committee. 

(3) Chairs should normally have served on the same committee the previous year. 

(4) Numbers of members required. The committee that normally needs the most members is the Education Committee. It should have at least 8 members, with 12-15 being preferable.
The President should organize a meeting of incoming committee chairs during the summer to plan the year's events. All committee chairs and liaisons are invited and MALL incurs the expense. This event offers both the officers and chairs an opportunity to present their plans for the year and obtain some feedback.
The President should attend the organizational meetings of committees if possible, especially the Education Committee. It is essential to maintain good communication with the Education Committee when plans for the annual meeting are being made.

c) Newsletter

For the MALL Newsletter, the President should write a President's column for each newsletter (four per year). The column should contain news from AALL and should remind members of upcoming chapter events. 

The President reviews newsletters of other chapters as they come in, referring relevant items to the appropriate committee chairs. The newsletters are good sources of program ideas and provide material for the newsletter column.

d) Administrative responsibilities
The President submits reports to AALL Headquarters as required, including a mid-year and annual report. AALL will send officers or board members to speak at a program according to their schedules. 

Typically, the President attends the meeting of chapter presidents at the AALL annual meeting or arranges for a substitute to attend. The President works with other local library association presidents (MEMO, MLA, SLA, ASIS, etc.) to promote collaborative continuing education programs and librarianship in general. 

The President writes thank you notes as appropriate. The Education Committee normally handles this task for its activities. The President should officially thank any national officer who visits the chapter. 

B. VICE PRESIDENT/PRESIDENT ELECT 

1. Qualifications

In order to serve as Vice President/President Elect, the member must be in good standing with MALL.  Active involvement in MALL committee work is encouraged.  Experience serving on the Education Committee is good preparation for this office
The candidate for Vice President/President must also be a member in good standing with the American Association of Law Libraries.  The individual is elected to serve a term of one year in this office, then succeeds to the office of President, and concludes with one final year serving on the Executive Board as Past President.  The term of office begins at the close of the annual meeting immediately following his/her election. 

2. Responsibilities
a) In general
The Vice President/President Elect serves as a member of the Executive Board. Also, at the request of the President, the Vice President/President Elect will serve as a liaison to those committees designated by the President. 
The Vice President/President Elect may be called upon to substitute for the President on occasions when the President is unavailable to perform duties or represent the Association. 
The Vice President/President Elect can utilize the year in office as a preparatory period to become familiar with the mechanics of the Association.  Active involvement in MALL committee work is encouraged.
He/she should be amenable to working closely with the President in planning and organizing functions. 
The Vice President/President Elect should be in attendance at all Association meetings and all Executive Board meetings. He/she is responsible for additional duties as assigned by the President. 
b) Committees

The Vice President/President Elect will chair the Education Committee.  Prior experience serving on this committee is strongly recommended.

C. SECRETARY-TREASURER

The Secretary-Treasurer is elected by the general membership and serves for a period of two years.  The Secretary-Treasurer serves on the Executive Board during his or her term of office.  Also, at the request of the President, the Secretary-Treasurer serves as a liaison to those committees designated by the President.
1. Responsibilities
Secretarial responsibilities include:

a) Recording the minutes of business meetings and publishing them in the newsletter; 
b) Writing and sending correspondence on behalf of the Association; 
c) Annually registering MALL as a “Nonprofit Corporation” with the Minnesota Secretary of State (file “Non-Profit Corporation Registration” form by Dec. 31st); 
d) Renewing Chapter Liability Insurance annually (usually by November) and assisting the President and President-Elect.  

Financial responsibilities include: 
e) Presenting brief reports at business meetings;

f) Summarizing recent financial activities;

g) Preparing and publishing (in the members-only section of the MALL website and in print) annual financial statements including a balance sheet and income/expense statements covering a fiscal year that starts on July 1st and continues through June 30th of the next year;
h) Maintaining the Association's financial accounts, e.g. checking and money market fund accounts;

i) Preparing and filing annually all required tax documents, e.g. Exempt Tax returns, for Federal and State;
j) Disbursing funds on behalf of the Association, e.g. reimbursing committee members for approved expenditures;

k) Supplying receipts and invoices as needed and depositing funds in MALL financial accounts.
l) Managing all of MALL’s electronic payment accounts.
Upon taking office, the present Secretary-Treasurer should arrange with the past officer to transfer all notes, financial records, checkbooks, and deposit slips.  The new officer should arrange with the bank for a new authorized signature card for checks.  There should be at least two Executive Board members authorized on the MALL Account.
2. Election
MALL ELECTIONS -- The Secretary-Treasurer is responsible for distributing, receiving and tabulating ballots as required under Article IV Section 4.2 of the MALL Bylaws.  The Nominations Committee should submit a list of nominees for office to the President at least 40 days prior to the annual meeting date.  The Nominations Committee or the President should then transmit the list to the Secretary-Treasurer.  
a) Pursuant to Article IV, Section 4.2 c, the Secretary-Treasurer shall prepare and distribute ballots to the membership.  
b) The Secretary-Treasurer shall collect the candidate statements from the Nominations Committee, distribute them to the membership via the ballots.  The candidate statements can also be posted on the MALL website for easy access. 
c) Ballots shall be distributed electronically, if possible, (if not possible they should be mailed) to the members at least 30 days prior to the annual meeting. 
d) The Secretary-Treasurer must receive the ballots within 10 days for tabulation (Bylaws Article IV, Section 4.2 d). 
e) Results of the election shall be announced by the Secretary-Treasurer at the annual meeting and published in the next issue of the MALL Newsletter following the annual meeting.
In the event that the Secretary-Treasurer cannot fulfill the election duties the President shall appoint another member of the Executive Board to organize the election.
D. EXECUTIVE BOARD 

The Executive Board consists of the President, the Vice President/President-Elect, the Secretary-Treasurer, the immediate past President, and one Member-at-Large. According to the Bylaws, the Board has general supervision of the affairs of the Association between scheduled business meetings, and makes recommendations to the Association regarding MALL's business. The Board has the power to incur indebtedness, solicit funding, make public statements, issue public writings, and establish and maintain relations with other organizations.
Meetings of the Board are held at the discretion of its members to approve large expenditures, to establish new committees or programs, or to recommend action on specific proposals. 
E. ADDITIONAL EXECUTIVE BOARD MEMBERS 

1. PAST PRESIDENT

After a one-year term as President, the office-holder then serves one year as Past President. The term of office begins at the close of the annual meeting immediately following the term as President. 
The Past President serves as a member of the Executive Board. At the request of the President, the Past President will serve as a liaison to those MALL committees designated by the President. 
The Past President may be called upon to substitute for the President on occasions when the President and Vice President/President Elect are unavailable to perform duties or represent the Association.  He/she should be amenable to advising the Executive Board on matters dealing with institutional history and the immediate past term. 
The Past President should attend all Association meetings and all Executive Board Meetings.  He/she is responsible for additional duties as assigned by the President. 
2. MEMBER-AT-LARGE 

The Member-At-Large is elected by the general membership and serves for a period of two years. 
The Member-At-Large serves as a member of the Executive Board.  At the request of the President, the Member-At-Large will serve as a liaison to those committees designated by the President. 
The Member-At-Large should be in attendance at all Association meetings and all - Executive Board meetings. He/she is responsible for additional duties as assigned by the President. 
V. RESPONSIBILITIES OF COMMITTEES 

A. GENERAL DUTIES OF COMMITTEE CHAIRS 

The MALL President shall appoint committee chairpersons and assign committee members. Descriptions of all standing MALL committees follow. 
The Following Committees will have predetermined Chairs:

a) The Education Committee will be chaired by the Vice President/President Elect.

b) The Nominations Committee will be chaired by the Past President.
Generally, each chairperson should: 
2. Update the committee information on the MALL website at the beginning of each year and at other times as needed by forwarding such information to the MALL webmaster.

3. Report on committee activities to the President through notes or meetings.

4. Compile committee agendas. 

5. Assign standing duties to committee members. 

6. Develop new activities. 

7. When asked, prepare a committee budget to be submitted to the President by September 1 and an annual report to be presented at the Spring Conference and published in the newsletter. 

8. Revise the committee entry in this document as needed. 

9. Prepare a packet of information to pass on to new committee chair for the smooth transfer of duties. To accomplish this, the chairperson should:

a) Meet with new chair 

b) Go over past activities 

c) Explain procedures 

d) Describe status of on-going projects 

e) Suggest future plans. 
B. PRESIDENTIAL COMMITTEE TASK FORCE
Beginning the 2011-2012 year, the committees will be staffed by volunteers from the Presidential Committee Task Force.  
1. Committee chairs

Chairs for the committee will still be selected by the President, with the advice of the Executive Board.  

2. Committee members

The President will collect names of MALL members who are interested in volunteering to be a MALL Committee. 

a) Members of MALL who would like to volunteer for a committee will be assigned to the Committee Task force.  

b) When a committee chair needs people for a task, the chair will send a request to the President, and the President (or his/her designee) will ask the Task Force for volunteers.
c) Once the responses come in, the President will work with the chair to select the members for the task.
3. Exceptions
The committees that will not be staffed in this manner are as follows:

a) Newsletter Committee.  This committee will have a dedicated staff willing to work on the newsletter for the full calendar year.  
b) Other committees, as determined by the Executive Board.

4. Review

At the end of the 2011-2012 year, the Executive Board will review the Presidential Committee Task and determine if the same procedure will be used for the next year.
C. COMMITTEE DESCRIPTIONS 

1. ARCHIVES COMMITTEE 

a) Name and Function. The Committee was established at the February 18, 1982 meeting of MALL and was formally organized on July 28, 1982. The Archives Committee is charged to gather, organize, index, and preserve all materials pertinent to the MALL organization. 

b) Composition. The Archives Committee should consist of a maximum of 3 members. It is recommended that members remain on the committee for a minimum of two years to maintain continuity and to assure that indexing and other finding tools are consistent. There is no set calendar for the year, but all materials donated to the committee during the year should be incorporated into the file as quickly as possible. 

c) Duties and Procedures. Materials donated to the Archives Committee must be weeded and incorporated into the existing file. A classification scheme has been developed which includes references to the types of records that should be routinely kept by MALL committees and then donated to the Archives. Indexing and organization should be evaluated for consistency and currency. Steps should be taken to ensure that all materials are preserved in an archival environment. 

d) Relationship to Other Committees.  Other committees are encouraged to retire portions of their files each year to the Archives Committee. 

2. AWARDS, GRANTS AND SCHOLARSHIPS COMMITTEE 

a) Name and Function. The Awards, Grants and Scholarships Committee solicits applications and then selects and presents the following: the MALL Law Librarianship Award; MALL grants for job-related continuing education programs, including the AALL annual conferences; the Legal Research Institute; and the MALL Scholarship.  The committee is also responsible for purchasing and distributing retirement gifts at the annual meeting to those members who have retired during the year.

b) Composition. It is composed of at least one member from each of the following areas of law librarianship: private, public and academic. The President appoints the members annually. The Awards, Grants and Scholarships Committee meets as often as necessary to organize, deliberate and decide on applications and nominations, and to deal with ad-hoc projects such as redrafting the grant application form or setting guidelines for decision-making. 

c) Duties and Procedures. 

Committee Chair. 

(1) Obtain budget from the Executive Board. 

(2) Schedule committee meetings. 

(3) Inform applicants of committee decisions whether a grant is awarded or not. 

(4) Contact MALL Treasurer so that checks may be issued. 

(5) Make periodic reports to the MALL newsletter. 

(6) Make the awards, grants and scholarships presentation at the annual meeting. 

(7) Prepare an annual report for the annual meeting business session.   

(8) Inform chair of the Public Relations Committee of the member named as "Law Librarian of the Year" so that press releases may be issued. 

Duties and Procedures of the Committee. 

(9) Solicits grant applications using the MALL webpage, the MALL listserv, and an insert in the MALL Newsletter published in at least two issues (the first and the February issues), but preferably four times a year. This provides each member with a reminder from two to four times a year, in addition to the online forms available year-round on the MALL website.  The Committee is polled as to the necessity of a meeting, determined mainly by the number of applications received and the possibility of a split decision. As soon as the grant recipients are determined, the MALL Treasurer is notified for issuance of checks. 

(10) Solicits applications for the MALL Scholarship and nominations for the Law Librarianship Award, again by an insert in the MALL Newsletter, notice on the website, and e-mail through the listserv. This is done with sufficient time to receive applications, hold a meeting to deliberate and decide, and present the award at the annual meeting. At the meeting, the membership of the committee is provided with copies of the nominations and the supporting documentation. The committee is polled until a recipient(s) is/are determined or a decision reached that there are no suitable candidates for the award, and therefore no award will be presented for the year. The decision on a recipient is relayed to the person making the nomination who has the responsibility of getting the recipient to the annual meeting while at the same time keeping the award a secret. The Chair appoints a volunteer to obtain an engraved plaque to commemorate the law librarianship award. 

(11) Purchase and distribute retirement gifts ($25 range) to members who have retired during the year.  If the recipients are not at the annual meeting the committee should find a means of forwarding the gift to them.
Adminstration of Grants

(12) As determined by the Executive Board, the maximum amount per grant is $1000.  
(13) Exact amount is to be determined by the committee.

(14) For grants awarded to attend educational programs such as AALL or other conferences, the awardee agrees to write an article about the experience to be published in the next issue of the MALL Newsletter.
(15) For a grant awarded to attend the Legal Research Institute, the awardee does not have to write an article for the MALL Newsletter.

(16) Applicants who have not received a MALL grant within the last 3 years will receive preference over those who have.

Adminstration of Scholarships

(17) As determined by the Executive Board, the maximum amount per grant is $1000.  Exact amount is to be determined by the committee.

Committee Manual. A folder containing materials on the committee was started during the 1985/86 year. This should be referred to for details that are not included in this manual.  Among other things, it includes nomination and application forms, selected details of grant and scholarship nominations and awards, and the criteria for awarding them.  

d) Relationship to Other Committees.   The committee works with the Newsletter Committee, Public Relations Committee and the MALL webmaster to publicize the availability of grants and scholarships as well as to solicit nominations for the MALL Law Librarianship Award.  The committee should also coordinate with the Membership Committee and the President regarding the members who retire during the year.

3. CONSULTING AND COMMUNITY OUTREACH COMMITTEE 

a) Name and Function. The objective of the MALL Consulting and Community Outreach Committee is to reach out to the community at large to increase awareness and understanding of legal resources and law library services.  It also provides a consulting service for law firms, corporations and other organizations in need of assistance in planning and managing their library services.  The emphasis is upon helping others who are seeking to improve access to legal information or law library operations.

b) Composition. This committee is actively engaged in outreach and promotional activities of its services to public libraries, library entities, legal aid entities, and firms and corporations within the metropolitan area. With regard to individualized consulting services, administrative, technical and public services skills are necessary to conduct an effective on-site visit and to write a meaningful report for the clients.  It is essential that committee members have a broad range of library skills and experiences from all types of law libraries. 

c) Duties and Procedures. Assist or initiate efforts to integrate legal research information into publicly available information systems and services.  This can be achieved by networking with other library entities and legal aid organizations.  For individualized consulting services, the committee should respond to all inquiries and requests for assistance as they are referred to the committee. Committee members shall assist prospective clients in analyzing their management needs. The consulting service provided by the committee consists of sending an introductory letter and questionnaire to prospective clients who have requested our assistance. After receiving the completed questionnaire and a deposit fee of $50, two or more members from the committee conduct an on-site visit of the client's library. An extensive on-site questionnaire form is used by committee members to assess current administrative practices and procedures for operating the library.  The visit is followed by a written report and recommendation.

d) Relationship to Other Committees. The Consulting and Community Outreach Committee has the potential of making money for the chapter and for promoting the profession of law librarianship within the legal community and to the general public. 

4. EDUCATION 

a) Name and Function. The Vice President chairs the Education Committee, and he or she works closely with the President to determine the number of meetings and programs to be held during the year.  The committee should establish a schedule of at least four events and decide upon the content of the programs to be presented. The committee members make the necessary arrangements to provide suitable locations and presentations. 

b) Composition.  The committee requires at least 10 to 15 members. Since there are numerous tasks involved with planning and arranging for programs, enough individuals are needed so that workload can be distributed.  Representation from different types of law libraries and geographical areas results in balanced programs and greater sensitivity to the desires of the members. Some carryover representation of members from the prior year's committee is recommended to provide knowledge of past ideas, methods, reasoning and results. 

c) Duties and Procedures.

Committee Chair. 

The Vice President serves as the Committee Chair. 
Duties of the Chair

(1) The Chair schedules and calls meetings and keeps a record of activities and programs. A committee member should be designated to take notes at meetings and prepare and distribute minutes. 
(2) The Chair should sign the application for CLE credit for institutes or workshops, if applicable; 
(3) The Chair should sign the letter of confirmation to speakers; 
(4) The Chair should send honorarium checks and thank-you letters to speakers. 
(5) The Chair may ask committee members to take charge of entire programs from start to finish, in which case they correspond with the speakers and send honorarium checks and thank-you letters. 
(6) The Chair prepares an annual report about all programs/workshops offered and provides the incoming Chair with suggestions and information concerning the committee and future program ideas. 

Duties and Procedures of the Committee. 

Programs. Throughout the year there are numerous duties delegated to individual committee members including: 
(7) Contacting restaurants and hotels regarding possible meeting locations; 
(8) Negotiating arrangements for meals and meeting space;
(9) Designing and preparing program announcements; mailing program announcements; 
(10) Posting announcements on the listserv; accepting and recording replies and checks for programs; 
(11) Providing name tags; 
(12) Registering participants prior to programs; inviting speakers; and thanking speakers. 
(13) In addition to these responsibilities, the Spring Conference often requires contacting vendors about exhibits and meal sponsorship; arranging for transportation and hotel accommodations for speakers; providing registration packets and arranging for coffee breaks, etc. 

Calendar of Activities. 

Summer.  The first committee meeting is suggested for August or before, especially if an Association meeting is desired for September or early October. The President should be in attendance when the schedule of Association meetings for the year is determined, and, whenever possible, attend other committee meetings. 

Sept.-Oct. The President will probably request at least one program during this time.

Dec.  A holiday social has traditionally been scheduled during the month of December. 

Jan.-Mar. At least one winter meeting is usually scheduled during this period; additional programs may be scheduled as desired. 

May - Spring conference.   An annual meeting and conference is normally held in the spring. The conference is usually at least a day in length and has sometimes been two days. As well as an educational program, the schedule may include an Association breakfast and/or an evening dinner or banquet. The conference is open to the public and is advertised through library and legal resources. Some of the conference programs may be certified for continuing legal education credits. The Education Committee is responsible for planning and arrangements for the conference. 

d) Relationship to Other Committees. 

(1) The Public Relations Committee provides assistance in the preparation and distribution of program announcements and publicity. 
(2) The Web Committee posts meeting and registration information on the MALL Web page.
(3) The Public Relations Committee also sends out press releases. That committee has addresses of related organizations. The committee will also provide mailing list for Legal Research Institute brochures for the non-MALL audience. 

(4) The Treasurer deposits registration fees and reimburses committee members for approved expenses. 

(5) The committee works with the Newsletter Committee to use, when possible, the publicity functions of the newsletter. 

(6) The committee informs the President of committee meetings and other relevant information. 

5. EXCHANGE COMMITTEE

a) Name and Function. The Exchange Committee advertises used legal materials that organizations or people have for sale, wish to donate, or need. 

b) Composition. Composed of one or two members. 

c) Duties and Procedures. 

(1) Answer telephone questions regarding the used law book market (e.g., availability of material, prices, and names of dealers), and how to get items announced on the MALL listserv and/or posted on the MALL website. 

(2) Recommend prices based on used book lists, book items listed in local journals and newspapers, and what to throw out because of lack of market. The committee does not value items for tax purposes. 

(3) If the person wants to list an item, get as much information about the material as possible (especially age and completeness) and the name/phone number of a contact person. The advertiser may select all or any one of the venues in which to place a notice. For the listserv and website, agree on an end-date for the advertisement. Otherwise it will run for sixty days. If it is requested, items can be listed a second time.  

(4) The Exchange Committee should submit an annual report to the President in the spring before the annual meeting. 

(5) NOTES. The Minnesota State Law Library (MSLL) maintains a storage collection of Minnesota legal resources for the benefit of Minnesota libraries. Donations are welcome. The State Law Library also coordinates any donations to the adult correctional facilities in Minnesota. 

d) Relationship to Other Committees.  The Exchange Committee works with the webmaster to list items. 

6. GOVERNMENT RELATIONS COMMITTEE 

a) Name and Function. The Government Relations Committee acts as liaison with the Government Relations Committee of AALL in order to inform MALL members on national issues relating to government information policies and government actions that affect libraries. This can include legislation, agency action or case law.  The committee also serves to monitor state and local issues of importance and report on them to the AALL Government Relations Committee and to the members of MALL. 

b) Composition. The committee may be composed of one or more members. It is useful, but not required, that the committee include at least one individual with responsibility in the government documents area, possibly within a documents depository program. 

c) Duties and Procedures. The chair of the committee should contact the AALL Government Relations Chair and arrange to be on the listserv so as to be notified of AALL Advocacy actions.  The committee acts to inform the President and the Executive Board of MALL with respect to issues on which MALL may wish to take a position. The committee may draft or recommend language and may suggest persons to whom MALL's position statements might be sent, but it does not speak directly for the association.  The committee should keep MALL members informed of government action affecting libraries.  

The committee may also want to contact other local organizations, such as SLA and MLA, to coordinate the dissemination of information.

d) Relationship to Other Committees. The committee works with the 

Newsletter Committee and uses the MALL listserv to communicate with the membership on issues of importance. 

7. LEGAL RESEARCH INSTITUTE COMMITTEE

a) Name and Function.   The Legal Research Institute Committee is appointed every other year and is responsible for the scheduling, preparation and completion of the Legal Research Institute.

b) Composition. The committee is composed of 4-5 members, with representatives from all types of law libraries.

c) Duties and Procedures. 

Topics. The committee should decide on topics to be covered at the institute. Topics may have been suggested on evaluations of previous institutes or by previous committees.  Brochures from previous MALL Legal Research Institutes may be consulted for listings of topics covered. Evaluation forms and compiled comments/statistics should also be reviewed. 

Schedule Institute. The committee should decide on dates, location, fees and time of the institute. 

Brochures. Brochures should be mailed [do we mail brochures to members? {I do not know.  That would be a question for Brian] to MALL members at least 4-5 weeks before the institute. The deadline for sending press releases to other individuals or organizations may vary. The committee may decide to place advertising in local newspapers or bar journals.  Advertising schedules for each publication must be determined early and followed.  The Executive Board must approve all advertising expenditures. 

Recruit instructors. This task may be divided among the committee members or a Legal Research Institute Subcommittee may be formed for this function. It is a good idea to try to recruit MALL members or others who have not been instructors previously.  

Send a letter to each instructor confirming topic, date, time and location and ask for an outline of the instructor's presentation. 

Instructors should be told how to arrange for photocopying, audiovisual equipment and any other special materials. 

Instructors who are not MALL members have been given a minimum honorarium of $75.00.  If the speaker requires more than that amount, the LRI Committee must get Executive Board approval for the speaker. 
Facilities. Reserve a room large enough for the targeted audience. Hamline Law School has provided classroom space in the past. 

Arrange for audiovisual equipment. Make sure the room has chalk or markers for writing on boards. 

Ask about parking facilities and restrictions. Ask about restrictions on beverages and food in the meeting rooms. 

Registration Form and Brochure. 

The MALL Public Relations Committee creates the brochure and sends a copy to the committee. The MALL Membership Committee provides mailing labels for current members.   LRI Committee members have copies of the brochure made, collate and staple the brochure if necessary, stick mailing labels on it, and mail it. The topic of the Legal Research Institute and the intended audience should determine to whom brochures are mailed. In years past, brochures for the Institute were sent to MALL members; all public and community libraries in the metro area (use American Library Directory); all metro area law firms with more than 20 attorneys (use Martindale-Hubbell Law Directory); Minnesota Association of Legal Assistants members; the Minnesota Office of Library Development and Services; and individuals registered with the MALL Placement/Recruitment Committee. The Public Relations Committee may prepare the mailing list. 

Press releases were mailed to the MALL Newsletter, Hennepin Lawyer, Ramsey Barrister, the Minnesota Association of Legal Secretaries and the Minnesota Library Association. 

Post information about the Institute to the MALL listserv. 

Sessions. Ask a committee member to coordinate the following for each session: 

· Arrange for beverages and nametags, if appropriate. Introduce speakers. 

· Set up the audiovisual equipment. 

· Distribute Institute handouts and evaluation forms. 

· Make sure participants check-off names on the attendance list, which may be needed for verification of CLE credit. Provide receipt book for walk-in registrants. 

· Welcome all new MALL members and other participants. 

· Apply for CLE credit. A Minnesota Continuing Legal Education credit application form is required. Directions are included on the form. See http://www.mbcle.state.mn.us/mbcle/pages/rules.asp.

Expenses/income. Send registration fees to MALL Treasurer. 

Ask the Treasurer to issue honorarium checks. 

Checks should be sent by the chair or session coordinator to the instructors with a note of thanks. Requests for reimbursement of expenses for postage, brochures, advertising, photocopying of materials, beverages, and other expenses should be made to the Secretary/Treasurer. 

Evaluation forms. Tabulate results of completed evaluation forms. Send results for each session to the corresponding instructor (Just their session and only if it seems appropriate). 

Send thank-you letters to instructors along with the honorarium checks. 

Report on the results of the committee's work in the MALL Newsletter.

Documentation. . . 

The Chair should prepare a report about the institute, including: attendance figures, revenue, expenses, and cost per person. The report may also include a summary of comments received on evaluation forms, suggestions for improvements, and a list of problems. 

Copies of the report should be sent to the MALL President and committee members. A copy of the report should be made available to the incoming Chair. 

d) Relationship to Other Committees. The LRI Committee works with the PR, Newsletter and Consulting and Community outreach Committees to publicize the Legal Research Institute.  The LRI Committee works with the Membership Committee to obtain mailing labels for the brochure.

8. MEMBERSHIP COMMITTEE 

a) Name and Function.  The Membership Committee is responsible for maintaining an up-to-date list of members, publishing a membership directory, announcing new members in the MALL Newsletter, distributing membership applications, and collecting dues. 

b) Composition.  The Membership Committee should consist of 4-5 members.  It is helpful to have members from different types of libraries to assist with writing the new member profiles for the newsletter. 

c) Duties and Procedures. The Committee maintains the master list of members, including addresses and phone numbers, in a format suitable for the production of mailing labels and email listing for use in online elections.  The membership list notes eligibility for a one-year free membership to full-time students who are first-time members.  The membership list verifies that retired members are eligible to waive their dues according to section 3.1.c. of the Bylaws as amended May 17, 2006.  The list notes any data privacy requests.

The committee produces and publishes an annual membership directory, according to section 3.10 of the Bylaws, consisting of an alphabetical listing of members with their mailing addresses and phone numbers, an alphabetical listing of institutions represented by MALL members, and a listing of committee members. 
(a) This directory is published in the members-only section of the website as soon after the beginning of the association's membership year as is possible.  The directory is updated as changes occur in the membership during the year.  

(b) The committee will let new members know how to access the directory on the MALL website and provide the new member with instructions and passwords as necessary.  

(c) The password to access the directory will be updated once a year, or more, if necessary.
The committee should produce a membership application and a committee preference form in the early spring and distribute it to current and prospective members.  Completed committee preference forms go to the incoming President and the dues are submitted to the Secretary-Treasurer.

Committee members profile new members in the MALL Newsletter through the year. 

The committee’s annual report includes a statistical breakdown on the membership which the President reports to AALL.

d) Relationship to Other Committees.  
(1) The committee supplies mailing labels and other membership information as requested by the Executive Board and committee chairs.  
(2) The committee submits a list of members who have checked the Publicity Release “opt out” box on the membership/renewal form.

(3) The committee submits a regular “Member News” column and member profiles to the MALL Newsletter.
(4) The committee works with the web committee to get the current directory on to the MALL website.  This includes getting the document to the webmaster, choosing a password for the year for access, and updating the webmaster whenever there are changes to the password or to the directory.
9. NEWSLETTER COMMITTEE 

a) Name and Function. The Newsletter Committee is responsible for planning, designing, producing, and publicizing the Association's electronic newsletter. The newsletter is published four times a year.  Issue dates are determined by the Newsletter editors.  The mission is to provide the readership with an enjoyable and readable newsletter that promotes MALL's goals and activities.  Membership and professional information is included in every issue. 

b) Composition. The committee includes two co-chairs who are responsible for the overall editorial content and the look of the newsletter, as well as the actual production of each issue.  Other members assume responsibilities as assigned by the co-chairs.  Member responsibilities often include writing or editing a regular feature.

c) Duties and Procedures. The co-chairs should communicate with all committee members as soon as the committee is formed in order to arrange assignments and set submission deadlines.  Submissions are received by e-mail.  Submission deadlines are set for approximately two weeks before the publication date and are published in the newsletter. The co-chairs then print the issue to PDF format and e-mail the issue to the MALL Webmaster for posting on the MALL website.  The Webmaster notifies the co-chairs when the issue has been posted, and the co-chairs publicize its availability on the MALL listserv and on AALL’s Council of Newsletter Editors listserv.  The co-chairs print five copies and mail them to AALL Headquarters.

Advertising. The newsletter does not accept advertising. 

d) Relationship to Other Committees. The Newsletter Committee should work closely with all committees to publish news and reports. 
(1) The Membership Committee will give the Newsletter Committee a list of members who have opted out of the publicity release.
(2) The May/June issue includes a wrap-up of MALL's activities throughout the year presented in annual reports from MALL committees. 

10. NOMINATIONS COMMITTEE 

a) Name and Function. The Nominations Committee accepts nominations and prepares the slate of candidates for the annual election

b) Composition. The committee is chaired by the Past President.  The committee is composed of at least one member from each of the following areas of law librarianship: private, public and academic. 
c) Duties and Procedures.

The committee will prepare a slate of two candidates for each office.  In preparing the slate, the committee should keep in mind the need for balance by types of library on the Executive Board.  The committee should also avoid having multiple people on the board from the same institution.  While this may occur by virtue of someone changing positions during their tenure on the board, it should be avoided during the nomination process.

The committee will solicit nominations through an announcement at the winter business meeting and notices placed in the MALL Newsletter and posted to the listserv.  Self nomination by members is acceptable and encouraged.

If too few nominations are received, the committee will actively solicit people to serve.  The committee will contact all nominees to determine their willingness to run for office and their qualifications.  During this process it should be made clear to everyone that being nominated is an honor; however it does not guarantee that the person will be on the ballot.

If more than two nominations are received for a given position, the committee will select the two top nominees based on qualifications.*

The committee will obtain a short biographical statement from each candidate on the slate.  The committee should supply the candidates with a sample biographical statement to help keep the statements uniform.  This statement will be distributed with the ballot announcement.

The committee should adhere to the following guidelines for candidate qualification and selection

· As governed by MALL and AALL bylaws, the candidates for Vice President/President Elect must also be members of AALL.

· Candidates should have at least three years experience serving on MALL committees

· Committee leadership should be considered as a plus in evaluating nominees

*Qualification data to be collected from all nominees should include:

· Willingness to serve

· Length of MALL membership

· Amount of service on MALL committees

· Leadership role on MALL committees

· AALL membership (if applicable)

d) Relationship to Other Committees.  The Nominations Committee works with the Newsletter Committee and the Webmaster to publicize the opening of nominations

11. PLACEMENT/RECRUITMENT COMMITTEE 

a) Name and Function. The Placement/Recruitment Committee serves as a liaison between employers and those interested in reviewing position announcements.  The committee maintains contact with area colleges and university library and information management programs for recruitment purposes.

b) Composition.  The Placement/Recruitment Committee should consist of 3-4 members.  It is helpful to have members from different types of libraries.

c) Duties and Procedure: The committee receives position descriptions from employers and forwards them to the Webmaster for posting on the committee webpage.  Job listings will be posted to the MALL listserv.

The committee forwards all invitations to MALL meetings and events to library schools in the area whose students might wish to attend.

The committee is responsible for the Mentor Program.  New members should be informed of their option of enrolling in this program, which provides mentors for new members.  The committee should have a list of members who have agreed to serve as mentors to match with new members who wish to have a mentor. Once a mentor has been assigned to a new member, the mentor should contact that new member and arrange for a meeting or phone conversation where they can discuss MALL and involvement with MALL activities, law libraries in the area, possible contacts among MALL members for expertise in particular areas of law libraries, and the new member's law library. This is an unstructured program which depends upon the relationship between the mentor and the new member for its direction. 

The committee maintains a Web resource about the profession of law librarianship.  This resource can be downloaded into a brochure format to be distributed to students and others interested in our field. 

The committee seeks opportunities to speak to local library school classes or at events such as job fairs to help acquaint students with the profession.

The committee may host an open house for students using resource people from each type of library and with various job responsibilities.  The number of open houses, the types and locations will be determined by the current committee.  

d) Relationship to Other Committees. The Placement/Recruitment Committee may work with the Public Relations Committee to publicize the placement service through advertisements in library or legal publications, brochures or booths at library or legal conventions. The committee may also work with the Consulting Committee, if that committee has recommended to a client that the client should hire a librarian or paraprofessional. 

12. PUBLIC RELATIONS COMMITTEE 

a) Name and Function. The mission of the Public Relations Committee is to publicize MALL activities and to act as a support mechanism for MALL and its individual committee functions. The size, composition and activities of the committee change from year to year. Certain functions remain the same, including sending press releases to national and local library and bar associations. Support and coordinating duties, such as attending other MALL committee meetings, may vary. 

b) Composition. Committee structure is informal and flexible, adapting to changing MALL needs for promotion and public relations. The present committee is composed of three members. Most business is conducted by phone. 
c) Duties and Procedures. 

(1) Submit press releases to national (AALL) and local library and bar association publications. A press release directory is updated each year for this purpose. 

(2) Work with the Education Committee to provide support services for various MALL activities: 

(d) MALL Spring/Annual Conference: program and registration mailing, etc. 

(e) Legal Research Institute: provide brochure design and registration mailing. 

(f) Meeting program announcements and registration materials. 

(3) Promote MALL and law librarianship through exhibit tables at library and bar events (e.g. Law Day, Minnesota Library Association Annual Meeting, etc.) 

d) Relationship to Other Committees. Committee members act as informal liaisons with other MALL committees, as well as with outside library and bar association groups. 
13. PUBLICATIONS COMMITTEE 

a) Name and Function. The major functions of the Publications Committee are: 

(1) To track and maintain lists of all materials published by MALL committees; 

(2) To assign responsibility for creating and updating publications; 

(3) To create and maintain an updating schedule for all publications; 

(4) To establish a format for generating future publications; 

(5) To set guidelines for distributing and pricing the various publications. 

b) Composition. The Committee is comprised of one Chair and a minimum of two members. 

c) Duties and Procedures. The Publication Committee will revise and update publications according to an established schedule. New publications may be suggested by MALL members, officers or the executive board. The decision to initiation or discontinue a publication will be made by the committee with input from the executive board.

(1) The Publications Committee is responsible for updating the following MALL publications: 

· Internet Guide for Minnesota Legal Reference (published on the website)

· MALL Brochure (a print handout) 

· Answers to Common Questions About Law Librarianship (a print handout)

· Five Reasons Why Your Organization Needs a Law Librarian (a print handout)

(2) The Publications Committee is not responsible for publishing the association's newsletter or membership directory. 

(3) For ease of future updating, the committee should produce its print versions of publications in a word-processing or other computer format that is widely used. 

d) Relationship to Other Committees 

(1) Maintains contact with all committees on the subject of their current publications.

(2) Works with the Web Committee to make those publications available on the MALL webpage. 

14. VIP  COMMITTEE

a) Name and Function.  The VIP Committee handles all aspects of the chapter Very Important Participant (VIP) program at the AALL Annual Meeting. VIPs are leaders from the legal and library community who are invited to participate in the AALL Annual Meeting as guests of MALL. The committee was formed in 2007 as a standing committee, following several years of ad hoc committee activity in supporting chapter VIPs to AALL.

b) Composition. The committee is composed of one member from each area of law librarianship: private, public, and academic. The President appoints the members annually. Committee membership should include at least one member from the previous year to ensure continuity and knowledge of VIP procedures.

c) Duties and Procedures.

(1) Creates and submits a budget to the Executive Board, based on two (2) VIP participants to the Annual Meeting.

(2) January: identifies VIP candidates; ranks by preference; consults with Executive Board to make final selection.

(3) January - February: extends invitation letters (signed by MALL president) to candidates.

(4) March: confirms acceptance with candidates.

(5) April-May:  completes AALL Chapter VIP Registration Form; deadline is June 1.  Refer to Chapter VIP Notebook for samples and additional procedures. Forward housing, flight, and program information to VIPs as soon as available.

(6) June: forward suggested program schedule to VIPs; arrange escorts, dine-arounds (Saturday), luncheons and other events. Secure tickets to all events where required. Arrange informal meet and greet at conference hotel for MALL members and VIPs; announce time and date using MALL listserv.

(7) July: Annual Meeting

(8) August: send thank you letters signed by new MALL president. Forward contact information to Education Committee chair.

(9) Handle reimbursement to VIPs of any expenses not covered by AALL; forward receipts and itemized listing to MALL Treasurer for payment.

(10) Forward names of each year’s VIPs to MALL Webmaster.

Committee Manual - a committee manual was organized in 2007. It includes general notes from AALL, plus copies of letters and other e-mail communication for 2006 and 2007 VIPs.

d) Relationship to Other Committees:  the VIP Committee submits names of VIPs annually to the webmaster for inclusion on the VIP list on the MALL website. The VIP Committee should also work closely with the Education chair to secure VIPs as speakers at the Fall or other upcoming MALL meeting.

15. WEB COMMITTEE (formerly Internet Applications) 

a) Name and Function. 

The committee was established in the summer of 1996 and met for the first time on September 12, 1996. It was charged with creating and managing a Web site for the association, and overseeing the MALL listserv. It was also established to contribute to educational programming regarding the Internet. Name changed to Web Committee in October 2009.

b) Composition. 

Representation from different types of law libraries and geographical areas results in more balanced use of the Internet by the association. Some carryover representation of members from the prior year's committee is recommended to provide knowledge of past ideas, methods, reasoning, and results. It is recommended that the person(s) holding the position of webmaster and committee chair continue as members of the committee for a period of at least two years. 

c) Duties and Procedures. 

The Internet Applications Committee is responsible for the following Association activities:

(1) MALL listserv. The listserv is hosted and maintained by the AALL headquarters technology department. It is for members only and all MALL members are automatically subscribed. The listserv is the official means of communication for MALL members between issues of the newsletter. 

Listserv name: mall-l@aallnet.org
To subscribe: http://share.aallnet.org/read/all_forums/subscribe?name=mall-l 
Message Archives: http://share.aallnet.org/read/?forum=mall-l

(2) MALL Website.  The MALL website is hosted on the AALL headquarters server at http://www.aallnet.org/chapter/mall/. The Webmaster(s) and Committee Chair cooperate to update the site as needed. Both have the ability to work with HTML code, FTP files to and from the host server, and perform maintenance on the site. 

The President of MALL should inform AALL headquarters annually of the identity of the Webmaster(s), so that they may be granted secure access to the website and maintenance tools.

(3) Educational Programming. The committee works with the Education Committee and President to develop educational programming related to the Internet as necessary. 

(4) Duties of the Committee Chair. 

(g) Work with the Webmaster(s) to maintain the MALL website.

(h) Assign specific tasks to committee members as needed. 

(i) Schedule committee meetings. 

(j) Answer questions regarding the MALL listserv.

(k) Work with Education Committee and President to develop programming. 

(5) Duties of the Webmaster. 

(l) Maintain communication with AALL Webmaster. 

(m) Troubleshoot technical problems. 

(n) Add links and/or new pages to the site as they are requested and developed. 

(o) Respond to e-mail sent to the Webmaster by site visitors. 
(p) Maintain communication with the MALL Executive Board
d) Relationship to Other Committees. 

The Web Committee works with all committees to provide information about MALL to members and the public via the Internet. The Webmaster(s) and/or committee chair will be assigned to act as liaisons to other MALL committees, updating their pages and creating new resources when requested.

D. SPECIAL GROUPS WITHIN MALL

1. Downtowners

a) Name and Function.  Downtowners is a small, informal organization which was established in 1974 to help meet the practical needs of law librarians. While the group's primary purpose is to provide a forum for the continuing exchange of ideas, tips, and problems, it also serves as an informal network for advice and interlibrary loan. There are no officers.  A contact person answers questions from prospective participants.

b) Composition.  Membership in Downtowners is fluid – meaning that any MALL member is welcome to attend the meetings.

c) Duties and Procedures.  Downtowners usually meets monthly with the exception of July.  Most meetings focus on a single topic with a leader making a small presentation, demonstrating a system (or an aspect of a system), or leading a group discussion.  Meetings are usually brown bag lunches with the host providing desserts and beverages.  

An organizational meeting is held once a year to decide topics and locations for the following year.

d) Relationship to Other Committees.  The Downtowners contact person works with the Webmaster to post the annual calendar. 

2. Technical Services Special Interest Group

a) Name and Function.  The Technical Services Special Interest Group (TS-SIG) was formed in the early 1990s to provide technical services librarians with a forum in which to discuss issues related to cataloging, serials, acquisitions, and library automation.  

b) Composition.  Membership in the TS-SIG is fluid – meaning that any MALL member is welcome to attend the meetings.

c) Duties and Procedures.  The TS-SIG usually meets twice a year.  Most meetings focus on a single topic with a leader making a small presentation, demonstrating a system (or an aspect of a system), or leading a group discussion.  Meetings are usually held in the early morning timeslot with the host library providing coffee and treats.  An effort is made to hold meetings in both downtown and non-downtown areas.  Occasionally the TS-SIG will organize cataloging workshops for the MALL membership.  

d) Relationship to Other Committees.  TS-SIG works with the Program Committee upon request.

Send suggestions for corrections or revisions to any member of the MALL Executive Board.
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