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CHAIR

The Chair is the chief executive officer of the Chapter.

1. Responsible for the general supervision and affairs of the Chapter.

2. Serves as official liaison to MLA, through MLA's Chapter Liaison (alternately MLA Past President or Vice President/President Elect).  Represents Chapter or designates a Chapter representative at the annual MLA meeting Chapter Officers' Breakfast.

3. Files an annual report with the appropriate MLA officer outlining Chapter activities and listing Chapter officers. 

4. Except for members of the Nominating Committee, and the Chairs of the Program and the Nominating Committees, the Chair appoints committee chairs and members, and may serve as an ex-officio member of those committees, except for the Nominating Committee.  Appoints Newsletter Editor and co-editor as needed.   

5. Calls, develops agendas for and presides over Executive Board meetings and Chapter business meetings.

6. Undertakes official correspondence on behalf of the Chapter.

7. Assists the Secretary/Treasurer when creating new accounts.

8. Writes a column and delegates meeting reports for the Chapter Newsletter. 

9. Maintains files pertinent to current Chapter activities.  

10. Represents Chapter on MLA Chapter Chairs listserv (mlacc-l)

11. Submits all receipts to the Chapter Secretary/Treasurer.

PAST CHAIR

The Past Chair acts as chief executive officer in the event of the Chair and Vice Chair/Chair Elect's inability to serve.

1. Serves as chair of and appoints members of the Nominating Committee. Conducts the chapter election.  Identifies candidates for chapter officers and presents them to the Executive Board by April 24. Prepares the election ballot; Mails the ballots by May 1.  Ballots cast must be postmarked by May 31 to be counted.  At least two members of the committee will count the ballots and confirm the results.  Notifies executive board of the results.   Notifies MLA/SCC members & MLA chapter liaison of election results. 

2. Upon becoming Past Chair, ensures that appropriate documents are forwarded to MLA Archives at the University of Maryland.

3. Updates the Chapter Handbook as necessary.  

4. Updates the chapter calendar by July 15.

5.  Submits all receipts to the Chapter Secretary/Treasurer.


VICE CHAIR/CHAIR ELECT 

The Vice Chair/Chair Elect acts as chief executive officer in the event of the Chair's inability to serve.

1. Acts as chair of the Program Committee. Recommends appointment of other members of the program committee to the chair.  Updates and maintains program and local arrangements procedures.  Plans and executes the annual Chapter program in consultation with the Executive Board, chooses a theme/idea, determines appropriate location, etc.

2. Assists the Chair in Chapter activities and responsibilities.

3. Coordinates MLA Best of Chapters competition nomination.  Along with the executive board shall act as the nominating committee for the Best of Chapters Competition.

4. Submits all receipts to the Chapter Secretary/Treasurer. 


SECRETARY/TREASURER

The Secretary/Treasurer shall keep an accurate account of the proceedings of the Chapter's board and business meetings, maintain accurate records of the Chapter's income and expenditures, and preserve all official records and reports of the Chapter.

As Secretary
1. Records minutes of the Executive Board meetings and Chapter business meetings. Provides Newsletter Editor with reports of the Chapter business meetings for inclusion in the Chapter Newsletter.

2. Maintains the accuracy of the Chapter Constitution and Bylaws text.

3. Maintains the accuracy of the Chapter Handbook text.

As Treasurer
1. Establishes and maintains checking and/or savings accounts for the Chapter.  Pays bills, makes deposits and maintains all financial accounts and financial records. Provides the membership with periodic financial reports.

2. Receives membership dues from members, deposits dues, maintains records of dues payments and forwards membership information to the Membership Chair.   

NOTE: MLA Chapters are tax-exempt, so banks should be willing to waive fees on checking accounts.   To obtain a bank waiver on fees, the following information must be provided to the bank:  1) MLA's group exemption number (3338), and 2) the MLA/SCC Chapter's Employer (aka Recipient's) Identification Number (954227552).  Fees for new check printing will still be charged.

3. Receives program registration payments from attendees, deposits payments and prepares receipts, forwards attendee info to Program Chair.

4. Submits Treasurers report for presentation at business meeting and publication in newsletter.

MEMBERSHIP COMMITTEE CHAIR

The Membership Committee Chair, with the assistance of the Membership Committee, is responsible for all activities pertaining to Chapter membership.

1. The Membership Committee Chair is one of the elected members-at-large.

2. Responsible for annual membership renewal.

3. Updates membership renewal form by July 1.

4. Sends membership renewal message to the chapter list serve and via regular mail as necessary in June.

5. Receives membership renewal information from the Secretary/Treasurer. 

6. Compiles and produces the MLA/SCC Membership Directory no later than January 31 of each year.

7. Membership chair produces mailing labels as needed for official use.  

8. Responsible for personal contact with members who have not renewed, and for attracting new members to the Chapter, and encouraging membership to the national MLA.  

9. Submits all receipts to the Chapter Secretary/Treasurer.

PUBLICATIONS COMMITTEE CHAIR

The Publications Committee Chair, with the assistance of the Publications Committee, is responsible for all activities pertaining to Chapter publications.

1. The Publications Committee Chair is one of the elected members-at-large.

2. Provides copies of Chapter publications to the MLA Publicity Officer for exhibition at conferences, etc.

3. Serves as liaison with the MLA Publications Committee Chair.  

4. Responsible for Chapter Newsletter in the absence of a Newsletter Editor and for the chapter website in the absence of a Webmaster.

5. Oversees the sale of Chapter publications.  Collects payments for publications and forwards receipts to the Secretary/Treasurer.

6. Responsible for the production of new publications.

7.   Responsible for the reproduction of continuing publications.

8.   Advertises Chapter publications in the Chapter Newsletter and in Notes.

9.   Generates and evaluates ideas for new publications.

10. Provides current information about Chapter publications and Board membership to Chapter Web site coordinator.  Works with website coordinator on site content.

11. Responsible for establishing a newsletter publication schedule each year with the Newsletter Editor and Chapter Chair.

12. Submits all receipts to the Chapter Secretary/Treasurer.

NEWSLETTER EDITOR

1.  The Newsletter Editor may attend executive board meetings.

2.  Serves as ex-officio member of the Publications Committee.

3.  Responsible for publishing and distributing the Chapter Newsletter to all members.

4.  Responsible for the content of the newsletter and soliciting articles from the membership and other appropriate sources. 

5.  Communicates with the executive board for items to be included in the newsletter.

6. The suggested newsletter publication dates are October and April but may be changed as necessary.

7. Announces posting of current issue on mlascc-l and mla-l.

8.  Submits all receipts to the Chapter Secretary/Treasurer.

WEB EDITOR

1.  The Web Editor may attend executive board meetings.

2.  Serves as ex-officio member of the Publications Committee.

3.  Responsible for editing and updating the Chapter web site.
4. Communicates with the executive board for items to be included on the web site.

5.  Submits all receipts to the Chapter Secretary/Treasurer.
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