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1. MLA Structure

The Medical Library Association is a professional organization of individuals and institutions in the field of health sciences librarianship.  The purposes of the Associations include:  fostering the professional growth of its members; setting standards of professional practice; promoting quality service; and providing leadership in solving problems in health information delivery.

The activities of the Association fall into broad program areas that derive from its mission and are continuously reviewed by the board in its planning role.  All of the Association’s many components – general membership, sections and chapters, committees – standing and ad hoc –Board liaisons, Board of Directors, Executive Director, and headquarters program staff – contribute in some way to the total program activity.

A chart of MLA’s structure is available at:

http://www.mlanet.org/p/cm/ld/fid=54
2. Chapter Council

The group structure, implemented in 1981, established Chapter Council composed of one Representative and one Alternate from each chapter.  (See MLA Bylaw Article XII, “Chapter and Section Councils.”)  Each Representative and Alternate must be a regular member or fellow of the Association and be selected in accordance with chapter bylaws.  The Representative and Alternate perform very important functions within the overall structure of the Medical Library Association.  For this reason, all due consideration should be given to nominating and electing qualified individuals to fill these offices.  In particular, chapters should consider electing members who have recently served as chapter chairs or have been on the executive board of the chapter.  (See Appendix 6.1 – Roles and Responsibilities of Chapter Council Representatives and Alternates.)

The Chapter Council serves in an advisory capacity to the Board of Directors, promotes interchange between chapters, and considers recommendations from individual chapters and forwards approved recommendations to the Board for consideration.  The Chapter Council has developed guidelines for information requests to the chapters of MLA (Appendix 6.2 – Guidelines for information Requests to the Chapters of MLA).

The Chapter Council is also charged with the monitoring of chapter formation and compliance, (2000 was the last year compliance was required by MLA; compliance has been suspended until further notice from MLA; MLA will continue to monitor the MLA members in Chapters) and with selecting six nominees as candidates to the Association’s Nominating Committee from the names of persons submitted by each chapter.

Members of the Council elect one member to serve as Chapter Council Chair for a three-year term.  The election is held one year prior to taking office to allow for a one-year term as chair-elect.  The Chapter Council Chair serves on the MLA Board of Directors and is Board liaison to chapters.  In concert with Council Representatives and Alternates, the Council Chair communicates chapter concerns to the Board and, in turn, Board actions to chapter.  The Chapter Chair should feel free to call or write the Chapter Council Chair at any time with questions or concerns related to any MLA or chapter policy, activity or program.

3. Chapters

3.1 Functions

Thirteen geographic groups, defined as chapters, are currently affiliated with MLA (See MLA Bylaws Article XI, “Chapters and Sections of the Associations”):

· Hawaii-Pacific

· Mid-Atlantic

· Midcontinental

· Midwest

· New York/New Jersey

· North Atlantic Health Sciences Libraries

· Northern California and Nevada Medical Library Group

· Pacific Northwest

· Philadelphia Regional

· South Central

· Southern

· Medical Library Group of Southern California and Arizona

· Upstate New York and Ontario

The legal relationship among chapters and MLA is defined by the Association’s bylaws, history and culture.  While it is the practice of chapters and MLA to work together and be closely affiliated, from a legal perspective chapters are separate legal entities.  In accordance with good business practice, all chapters are incorporated effective April 1995.  Incorporation shields chapter members from personal liability for chapter obligations and MLA from liabilities, should the chapter become involved in legal action.  The manual (Appendix 6.0 - CHAPTER BUSINESS GUIDELINES) explains the details about federal tax-exempt status, and recommended business/financial practices for chapters.

Chapter membership is open to both members of MLA and to other interested health science librarians and information specialists.

Chapters may file individually for tax-exempt status (Appendices 6.0).  Many chapters have filed for federal or state tax exemption.

3.2 Activities

Chapters constitute a vital part of the activity in each program area of the Association, and set regional goals and objectives to accomplish a wide variety of functions.  Chapters also receive benefits from being affiliated with MLA.  (See Appendix 6.2.1 – Services to Chapters and Sections of MLA.)

Chapter activities encompass the broad range of Association purposes.  A chapter’s bylaws define the broad outline of the chapter’s activities.  The bylaws of existing chapters and revisions of these bylaws must be examined by the Association’s Bylaws Committee to determine whether they are in conformity with Association bylaws.  Follow the “Procedures for Submission of Bylaws Revision by Chapters and Sections” (Appendix 6.3).  The MLA Bylaws Committee has developed a set of model bylaws to serve as a guide for chapters when developing bylaws or submitting bylaws changes.  The only portions that are mandated are those which are taken from the MLA bylaws proper, as indicated with article and section numbers (See Appendix 6.3.1 – Model Bylaws).

3.3 Chapter Chair

The chapter chair is the presiding officer of the chapter and is responsible for the following areas:

3.3.1    The general organization of chapter work including the formulation of objectives.

3.3.2    Communication of chapter activities and actions to the Chapter Council Representative, Chapter Council Chair, and other chapters as appropriate.

3.3.3    Establishment of a timetable for the chapter.

3.3.4    Preparation of midwinter and annual reports.

3.4 Relationship to Headquarters Program Staff

The professional development department provides materials for regionally sponsored MLA continuing education courses (Appendix 6.4 – Continuing Education Course Presentations).  This department, along with the MLA Continuing Education Committee and Subcommittees, also provides information and consultation in the design, development and provision of continuing education course opportunities, and grants MLA CE credit for approved educational programs.  (Appendix 6.4 – Criteria for Awarding MLA CE Contact Hours, Application for Approval of CE Activities and Programs. and Course Announcement for MLA News.)

The business office can generate custom MLA membership lists for chapters on request. Please contact Kate Corcoran (Corcoran@mail.mlahq.org) for details. 
The headquarters staff responds to information requests concerning Association policies, procedures, and planning.  The chapter chair should feel free to contact the MLA Executive Director at any time with questions or concerns related to any MLA policy, activity or program.

3.5 Relationship to MLA Committees

Chapter committees should maintain close liaison with Association committees and conform to Association standards and policies where national matters are concerned.

3.5.1    The Governmental Relations Committee supports a network whose major nodes are chapter legislation committee chairs.  The chairs of chapter governmental relations committees serve as non-voting members of this MLA committee.  

3.5.2    The MLA Membership Committee, including one member from each chapter, promotes membership in the Association.  The MLA Membership Core Committee includes a member from Chapter Council as liaison between Chapter Council and the MLA Membership Committee. (Appendix 6.4.1)

3.5.3    The MLA Continuing Education Committee includes a member from Chapter Council as liaison to chapters on all aspects of the development and provision of continuing education opportunities.  A Chapter Council committee supports the liaison in the expanded communications with chapters through the chapter CE committee chairs.  (Appendix 6.4.2)

3.5.4    The MLA Credentialing Committee includes a member from Chapter Council as liaison to Chapter Council and chapters on all aspects of the Academy of Health Information Professionals (AHIP) and credentialing. (Appendix 6.4.3)
 

3.6 Dues

Chapters may establish dues to support their activities provided they do not exceed Association membership dues for a regular member.

4. Communication

4.0 Mailing Lists

MLA provides email lists to current members as a forum for ideas, questions, announcements and concerns.  For other topics or concerns, MLA provides a wide range of Internet resources available through MLA Web pages.  Information on these Internet resources is at the bottom of this page.

As a Chapter Chair it is extremely important that you subscribe to the chapter chair discussion forum. The chapter council community is located here: http://www.mlanet.org/p/co/ly/gid=39. Instructions for using the forum are here: http://www.mlanet.org/p/cm/ld/fid=508. 
MLA HEADQUARTERS STAFF ARE GLAD TO HELP
Subscribers who have questions or need help should contact the director of information systems at MLA headquarters.
Email: mlamis@MLAHQ.ORG  
Voice: 312/419-9094 x12


MEDLIB-L is a discussion list on topics that concern the profession and practice of health science librarianship.  For information about medlib-l (including subscription information), please visit:  http://www.mlanet.org/p/cm/ld/fid=377. 
4.1 Objectives

Chapter Chairs need to formulate objectives for the coming year’s activities.  In formulating these objectives, the chair should consider chapter objectives that support the goals and objectives of MLA’s Strategic Plan, as well as the annual priorities of the Association.  (Appendix 6.5)

As of 2006 chapter chairs no longer need to submit objectives or planning documents to MLA.  However it is strongly recommended that the standard planning grid used by MLA committees, etc. be used by the chapters in their planning process.  Using the grid will greatly simplify the writing of the mid-year and annual reports that the chair is required to submit (see below.)
 

4.2 Reports

Chapters communicate with the Chapter Council and the MLA Board through midyear and annual progress reports.  The reports should track to the chapter’s objectives. Usual report submission times are below.  These may times are subject to change to meet MLA’s schedule.

· The midyear report is due in or around December, for the Winter board meeting.  The date varies upon the date of the board meeting. Notification of the exact will be posted on the chapter chairs forum.

· The annual report is due in or around early March.

Originals of both reports should be sent to the Executive Director’s office for distribution to the Board in the case of the midwinter report, and, in the case of the annual report, for publication on MLANET as part of the MLA Annual Report.  Copies of the report should also be sent to the Chapter Council Chair and Representative, and submitted with the chapter’s Declaration of Compliance, if and when compliance is required again.

Guidelines for preparation of reports will be distributed by the Executive Director’s office at least 30 days prior to the deadline.  All reports should follow the prescribed format (Illustration 7.2).

4.3 Motions

Requests for action by the Board should be submitted by the Chapter Council Representative in the form of a motion to the Chapter Council (Illustration 7.3).  Council receives recommendations from individual chapters; considers for approval or disapproval; and forwards approved recommendations to the board.  Recommendations not approved are referred back to the originating chapter along with comments.

4.4 Petition to Establish New Chapter

Petitions to establish a new chapter and/or alter the geographic area of an existing chapter, or merging chapters must be submitted to the Chapter Council.  The Chapter Council will consider each petition and forward to the board with recommendations for action.  (See Appendix 6.7 – Chapter Formation Petition Guidelines.)  (See MLA Bylaws Special Rules of Order, #4, “Approval of New Chapters and Sections.”)

4.5 MLA Board and Officer Travel to Chapter Meetings

In an effort to maintain communication between the chapters and MLA, the MLA Board of Directors allocates funds for travel reimbursement, up to a specified amount, to be available to each chapter that wishes to invite the President, President-Elect, Immediate Past President, members of the Board of Directors, or the Executive Director to its chapter meetings.  Invitations (with a copy to the Chapter Council Chair) should be made directly with the individual Board member by the Chapter Chair or Chapter Council Representative as early as possible in each calendar year or several months prior to the chapter meeting involved, whichever is more appropriate.  (For guidelines and specified amounts, see Appendix 6.8 –MLA Guidelines for Board and Officer Travel to Chapter Meetings.)

4.6 Potential Nominees to MLA Nominating Committee

Each chapter may submit to the Chapter Council the name of one regular member or fellow of the Association, chosen in accordance with chapter bylaws, as a potential candidate for membership on the MLA Nominating Committee.  From the potential nominees submitted by each chapter, the Chapter Council at its final assembly at the MLA Annual Meeting selects six candidates (MLA Bylaws Article V, Section 2B).  These are included, along with six candidates selected by the Section Council and six candidates selected by the Board of Directors, on the MLA election ballot.  From the eighteen potential candidates, nine are elected, by the MLA membership, to serve on the MLA Nominating Committee.  The Nominating Committee, one of the Association’s most important committees, nominates the candidates for President-Elect and the Board of Directors.

In selecting your chapter’s nominee to the MLA Nominating Committee, you may wish to consider candidates who have established national reputations.  These are the candidates who are most likely to be elected by the MLA membership to serve on the Nominating Committee.

Names and completed biographical forms of potential candidates should be sent to the Council Representative no later than 30 days before the Annual Meeting with a copy to the Chapter Council Chair (Illustration 7.4).  The Chapter Council Representative is responsible for submitting the name and documentation to the Chapter Council Elections Committee.
 

4.7 Chapter Directory Information

MLA headquarters sends to the Chapter Chair a chapter information form in June for the purpose of updating the Directory.  All information should be typed and the completed form returned to MLA headquarters by the stated deadline with an informational copy to the Chapter Council Chair (Illustration 7.5).

4.8 Correspondences and Documentation

Documents and reports, as well as substantive correspondence that relates to Association policy are retained at headquarters and may be sent to the Archives for permanent retention.  (See Appendix 6.9, MLA Archives Guidelines)  It is important that Chapter Chairs submit copies of substantive correspondence and documentation to the Executive Director’s office for retention or archival purposes.  Copies should also be sent to the Chapter Council Chair and the MLA President and President-Elect.  Documents and correspondence that should be sent will include but not necessarily be limited to:

a.    Correspondence that relates to Association policy.
b.    Minutes of Business Meetings.
c.    Programs of Annual Meetings.
d.    Chapter Procedures Manuals.  (These need be sent only to the Executive Director’s office and the Chapter Council Chair.)
e.    Chapter newsletters.

4.9 News

Chapters wishing to send information for publication in the MLA News should plan items in conjunction with the Council Representative.  The Chapter Council Representative will discuss the item with the editor of the Chapter Column; this should be done as soon as possible.  The Representative will send the final copy to the editor of the Chapter Column by the 12th of the month.  It will be published in the issue dated a month and a half later.

4.10 Chapter Membership Fact Sheet

A brochure promoting chapter membership is distributed to all new members of MLA.

4.11 Official Statements

It is important that chapters do not speak for the Association in an official policy-making capacity unless clearly authorized to do so by the Board of Directors.  Chapters may make recommendations to Chapter Council regarding Association policies or actions.

4.12 Meeting Arrangements

Individual or joint chapter meetings may be held at any time during the year and in any place convenient for chapter members.  Several chapters have held joint meetings with other organizations as well.

4.13 Timetable

The following timetable gives approximate deadline dates for submission of required items to Association headquarters or Chapter Council.  Requests for these items will be made annually, with deadline dates specified each year. 
	Date
	Responsibility
	Item to be Submitted

	March 1
	Chapter Chair
	Annual Report

	April 1
	Chapter Council Representative
	Nominees to the MLA Nominating Committee

	July 1
	Chapter Chair
	MLA Directory information

	December 1
	Chapter Chair
	Winter Reports

	February 28
	Chapter Chair
	Corrections for the Chapter Chair’s Manual


 5. Continuity
5.1 Procedure Manual

Supplementing and elaborating on its bylaws, each chapter should have a procedure manual that includes a timetable of the chapter’s work and projects.  Manuals need to be updated from time to time and each chapter chair should make sure that all necessary revisions are made in a timely fashion.

The chair should ascertain that the manual in his/her possession is the most recent version and that a current copy is held by their Council Representative, the Council Chair, and headquarters.
 

5.2 Transfer from Outgoing to Incoming Chair

New chapter chairs should receive from their predecessors all files necessary for them to assume their responsibilities.  Before the transfer, the outgoing chair should have weeded the files and sent materials which have archival value to the chapter archives and/or headquarters.  If chapter chairs have consistently copied headquarters according to the procedures stated in section 4.9, there should be no need to send any files to headquarters at the end of a term.  If at the end of a term, it is found that copies of a particular correspondence or documentation relating to Association policy have not been sent to headquarters, copies should then be sent to the Executive Director’s office.

Copies of correspondence that originates at headquarters is retained there according to the appropriate retention schedule.  Any such correspondence in the chair’s files should be passed on to the next chair or destroyed, according to the chapter’s guidelines.

Files passed on to incoming chair should include the following:

5.2.1    Copies of reports submitted to headquarters and Chapter Council.
5.2.2    Procedure manual and timetable (most up-to-date version)
5.2.3    Correspondence file
5.2.4    Significant documentation of chapter activities and projects.

Incoming chairs will be invited to an orientation for incoming chairs of chapters, sections, and committees at the Annual Meeting preceding their term of office.

6. Chapter Business

6.0 Chapter Business Guidelines


6.1 Role and Responsibilities of Chapter Council Representatives and Alternates

The Chapter Council wishes to impress upon those who select Chapter Council Representatives and Alternates that these offices perform very important functions within the overall structure of the Medical Library Association (MLA).  For this reason, all due consideration should be given to nominating and electing qualified individuals to fill these offices.  Below is a list of duties of the representatives.  The alternate may be called upon to carry out these functions in the absence of the representative, or to assist the representative in their conduct.
 
The Chapter Council Representative or Alternate:
 
1. Attends all Chapter Council Meetings and represents his/her Chapter on the Council and in the conduct of Council business.  At this meeting the Representative typically:

· Votes on issues presented in the Chapter Council including the recognition of new Chapters

· Participates in Chapter Council deliberations

· Responds on behalf of his/her Chapter to matters which affect it.

2. Communicates Chapter concerns to the Council and potentially, through the Council Chair, to the MLA Board.  The representative also carries issues to the Chapter from the Council to obtain membership response.
3.  Implements Council decisions, monitors Chapter compliance standards and gathers information as requested.
4.  Serves on at least one standing or ad hoc committee and may, if elected, serve as chair of Chapter Council.
5.  Submits Annual and Mid-Year Reports by the assigned date to the Council Chair and the MLA Executive Director’s Office (All Chapter Council Representatives and chairs of Chapter Council committees)
6.   Ensures the selection of a Nominating Committee nominee from his/her Chapter and submits biographical information form to the Elections Committee.
7.   Elects from among candidates put forward by the Chapters a maximum of six Chapter Council candidates for the MLA Nominating Committee.  From these and other candidates presented by the Board of Directors of MLA and the Section Council, the MLA membership selects the Nominating Committee.
8.  Elects from among the Chapter Council membership a Chair-Elect of the Council.  This person subsequently becomes Chair the following year and serves for a period of three years.  The Chair of Chapter Council is, ex officio, a member of the Board of Directors of MLA.
9.  Keeps their Chapter officers informed of all significant business and events emanating from the Chapter Council.
10. Submits copy on relevant topics for a Chapter column in the MLA News.
11. May be board member of the Chapter he/she represents.
12. Sends a copy of the Chapter membership directory to the MLA Executive Director’s office by June 1 each year.
 
MLA Chapter Council  1/6/2010

6.2 Guidelines for Information Requests to the Chapters of MLA

The conduct of MLA Board, Headquarters, or committee business may require input or consultation from the Chapters of MLA.  Requests may concern the Chair (President) of the Chapter, the Chapter Council Representative, a Chapter officer or committee chair, or the membership as a whole (or in part).  These guidelines offer help in planning for requests which require Chapter responses and also provide for coordinated communication which reinforces the authority role of the Chapter Chair and the liaison role of the Chapter Council Representative/Alternate.
 
In planning to submit a request to Chapters, factors which influence the schedule for replies must be considered.  These include the following: 

· Holiday or vacation periods may double the time frame.

· The length/complexity of the request and/or number of respondents involved affect the length of the time period for receiving a reply.

· Mailed requests take a longer time period for a return than telephoned, faxed, or E-Mailed requests.

 
Request involves Chapter Chair, Chapter Council Representative, or Chapter officers:

1. Routine Chapter Council business and information exchange should be directed to the Chapter Council Representative or Alternate, e.g., Chapter Fact Sheet.  The Chapter Council Representative/Alternate should communicate with the Chapter Chair and Chapter Executive if appropriate.

2. Submit requests for information to the Chapter Chair with a copy to the Chapter Council Representative.  Copy the Chapter Chair and Chapter Council Representative if a request is directed to another officer or committee chair in the Chapter.  (Consult MLA Directory for Chapter officers and committee chairs.)

3. Allow 2-3 weeks for a reply from the Chapter Chair or Chapter Council Representative, 4 weeks from the Chapter Board.  If immediate response is required, specify date needed:  Always be prepared to negotiate a deadline.

 
Request involves Chapter membership:

1. Submit requests for information to Chapter Chair with a copy to the Chapter Council Representative.

2. Allow 3 months for a written reply which involves the entire membership.

 
All requests for information should be copied to the Chapter Chair and Chapter Council Representative.  The guidelines rely on the Chapter Chair’s delegation of requests as appropriate and a mechanism for backup in the event of absences.  Therefore, Chapter Council Representatives need to recommend to Chapters that a referral mechanism be developed (if not already in place) to respond to information requests which require quick response in the event of the absence of the Chapter Chair, etc.

6.2.1 Services to Chapters and Sections of MLA

MLA headquarters serves as a single source for centralized services to chapter and section officers and members.  Such services are communicated to chapters and sections via the Section Chair Manual and the Chapter Chair Manual.
 
The following is a summary of services provided by MLA headquarters:
 
Centralized Dues Collection 
Headquarters provides centralized dues collection FOR SECTIONS ONLY. 
 
Directory Information 
All chapter and section officers are listed in the “Leaders” section of MLA’s online Membership Directory located in the Members Only section of MLANET.  The chair and the newsletter editor have full address, phone, and fax listings.  Complete contact information for other officers can be found in the directory.
 
Other information about chapters is available from the “Chapters” link on the front page of MLANET and each chapter listing includes all states/provinces included in the chapter.  A full page map of chapter areas is also provided.
 
Each section listing includes the purpose and objectives of the section, as well as the date established.
 
Update information comes to MLA Headquarters from chapter and section chairs, usually a month after the annual meeting.
 
Information Services 
The headquarters staff responds to information requests concerning association policies, procedures, and planning.  Chapter and section chairs should feel free to contact the MLA Executive Director at any time with questions or concerns related to any MLA policy, activity or program.
 
Mailing Lists 
Officers of chapters and sections may request lists or labels as needed using the form provided online.  There are no charges for lists or labels.
 
Mailing lists and labels are used for

· newsletter mailings

· election ballot mailings

· recruitment

· new member welcome

· surveys

· etc.

 
For chapter membership lists, please contact Kate Corcoran, Corcoran@mail.mlahq.org. You are asked to allow 3-7 days for delivery.
 
Meetings 
Section business meetings are held during the same period and same location as the annual meeting and the headquarters conference coordinator makes room assignments and notifies section chairmen well in advance of the annual meeting.
 
Professional Development 
The professional development department provides materials for regionally sponsored MLA continuing education courses.  This department, along with the MLA Continuing Education Committee and Subcommittees, also provides information and consultation in the design, development and provision of continuing education course opportunities, and grants MLA CE credit for approved educational programs.
 
The professional development department also provides an independent reading program.
 
Publicity 
Both chapters and sections receive substantial publicity through MLA publications, with dues notices, and with membership brochures.
 
The MLA News carries monthly columns for Chapter News and Section News.
 
MLA dues notices carry chapter and section information sheets.  Headquarters assists chapters and sections with annual updates of information and contacts.
 
The MLA membership brochure lists all of MLA’s sections, and describes general benefits of chapter membership.  At their request, new members receive a full information packet on chapter and section membership from MLA headquarters.
 
Records and Reports 
Documents and reports, as well as substantive correspondence which relates to association policy, are retained at headquarters and may be sent to the Archives for permanent retention.
 
Headquarters also maintains copies of manuals for section and chapter procedures, bylaws, etc., as received.
 
Guidelines for the preparation of annual and midwinter reports are automatically forwarded from headquarters 4 weeks in advance of the deadline.  Headquarters also provides sections with information on preparing objectives.
 
Surveys 
MLA headquarters will assist chapters in conducting online surveys

6.3 Procedures for Submission of Bylaws Revision by Chapters and Sections
6.3.1 Model Bylaws
6.4 Guidelines for Approving Continuing Education Activities and Courses
6.5 Developing Chapter Objectives

Developing Objectives
In developing your Chapter’s objectives, consider both MLA’s Strategic Plan and the current year’s priorities. The Board has identified priorities within the strategic plan that should be emphasized in the coming year. The Chapter Report which results from the Planning Grid is to let MLA know what goals and objectives your Chapter is pursuing which also further the goals and objectives of the MLA Strategic Plan.

The Planning Grid
The planning grid will help you link your Chapter objectives as well as the Chapter Committee’s objectives to the strategic plan and priorities of the association. The components of the grid include: 

· Objective: what you expect to accomplish

· Who, Expertise Required: who will do the work

· Time Needed: when you intend to accomplish the objective

· Resource Required: what resources you need to accomplish the objective. This column should detail your financial needs and should be used for your budget request form.

· Product, Outcome: what item or action will result from accomplishing the objective

· Evaluation: was the objective accomplished successfully

Remember, you don’t need to have objectives for every association goal/priority, but only for those that relate to your committee’s charge. For example, the Membership Committee will have objectives for association goals 2 (Advocacy) and 3 (Membership) but not goal 5 (National Information Policy). If you need additional forms, please copy the forms provided.
The STRATEGIC PLAN OF THE MEDICAL LIBRARY ASSOCIATION
 

Documents: MLA Chapter Planning Grid
6.6 Guidelines for Chapters Out of Compliance

MLA Bylaws Article XL, Section 6 state that Officers of Chapters and Chairs of Chapter Standing Committees Shall be voting members of the Medical Library Association.
 
Chapter Compliance is not a formal process anymore and was removed from the Special Rules of Order because the manner in which the process was written made it difficult to enforce.  All Chapters had 50% or more of their members as MLA members when the last compliance was conducted in 2000.  MLA Headquarters conducted this last compliance in 2000 by Chapters sending their membership lists to MLA Headquarters.  MLA will continue to monitor chapter memberships to determine if compliance is a process which needs to be reinstated.
 
The Guidelines for Chapters out of Compliance which were approved by the Chapter Council on 5/25/89 will remain in the Chapter Chair’s Manual in the event the compliance process is ever reinstated.
 
MLA Bylaws Article XI, Section 6 states that Officers of Chapters and Chairs of Chapter Standing Committees shall be voting members of the Medical Library Association. 
 
MEDICAL LIBRARY ASSOCIATION CHAPTER COUNCIL GUIDELINES FOR CHAPTERS OUT OF COMPLIANCE
Approved by Chapter Council 5/25/89
 
I.          The PURPOSE of these guidelines is to serve as a resource for Chapter Council in the event that a chapter falls out of compliance with the MLA Bylaws.
 
II.         The ROLE of the Chapter Council in dealing with compliance issues is two-fold:

1. to encourage and assist the chapter  in regaining compliance

2. to provide information to the MLA Board regarding the Chapter’s non-compliance


III.        The REQUIREMENTS for chapter status are stated in the MLA Bylaws (Article CI and Rule 5 of the Special Rules of Order).
 
IV.        The following PROCEDURES are suggested for Chapter Council:
A.         If a chapter fails to meet the requirements for chapter recognition, the Chapter Council will begin working with chapter officers, including the chapter’s Council Representative and Council Alternate.
B.         If a chapter fails to meet the requirements for chapter status as stated in Article XI and Rule 5 of the Special Rules of Order, for three consecutive years, Chapter Council will recommend to the MLA Board that the chapter be put “on probation” for three years, beginning with the next (MLA) association year.  Chapter Council will recommend the following conditions of probation:
 
1. The chapter’s probationary status will be announced in the MLA News and shown on MLANET. 
2. The chapter will not name a potential candidate for the MLA Nominating Committee or the MLA CE Committee Chapter/Section Support Subcommittee. 
3. The chapter will not vote in Chapter Council elections for MLA Nominating Committee candidates or MLA CE Committee Chapter/Section Support Subcommittee candidates. 
4. The chapter will not vote in Chapter Council elections for Chapter Council Chair or Vice-Chair. 
5. The chapter will not vote on motions from Council to the MLA Board or on matters of Council procedure. 
6. The chapter will continue to send a Representative and Alternate to Chapter Council.  However, neither will be eligible to serve as Chapter Council Chair or Vice-Chair, or to chair Council committees. 
7. The chapter will retain all other formal links with MLA, including representation on the Membership Committee and the Governmental Relations Committee.
 
Throughout the probationary period, Chapter Council will continue to support the chapter’s efforts to return to compliance.
 
C.        If the Chapter complies with the rules for recognition of chapters during the probationary period, Chapter Council may/will recommend to the MLA Board that recognition of the Chapter be restored in the next MLA association year.  If the chapter subsequently fails again to meet the rules for recognition, it will again have three years to regain recognition followed, if necessary, by three years of probation.
 
D.        If the chapter fails to regain recognition by the end of the probationary period, Chapter Council will recommend to the MLA Board that recognition of the chapter be withdrawn beginning in the next MLA association year.  With the withdrawal of recognition, the chapter will lose all formal links with MLA, including representation on the Membership Committee and the Governmental Relations Committee.
Example:  Chapter X is out of compliance in 2000/01, 2001/02, and 2003/04.  At the 2005 Annual Meeting, Council recommends to the Board that the chapter be put on probation for three years.  The Board accepts this recommendation at the post-conference and the conditions of probation take effect at once.  In 2007/08, the Chapter is still out of compliance.  At the 2008 Annual Meeting, Council recommends to the Board that recognition be withdrawn.  The Board accepts this recommendation at post-conference and Chapter X’s formal affiliation with MLA ends at this point.
 
E.         If the (ex) chapter subsequently meets the requirements for chapter status, it will be required to repetition for recognition, following the guidelines for the establishment of new chapters.
 
F.         At some point, a chapter may no longer be interested in formal affiliation with MLA.  In this case, the Chapter Council will provide information to the MLA Board to assist it in taking appropriate action.

6.7 Chapter Formation Petition Guidelines

1.  For the establishment of any new chapter of MLA, a petition to authorize such establishment shall first be sent to the Chapter Council, in accordance with MLA Bylaws (Article X, Section 2), which also requires that the petition shall be signed by a minimum of one half of the MLA voting members who reside or work within the area to be served by the proposed new chapter.

2.  A petition to establish a new MLA chapter shall not be recommended by the Chapter Council to the Board for Approval

2.1   unless the area to be served by the proposed new chapter shall not be a part of the area of an existing chapter

OR

2.2       in those cases where the area to be served by the proposed new chapter shall be a part of the area of an existing chapter

2.2.1    if the area to be served by the proposed new chapter shall be entirely surrounded by the area of an existing chapter

2.2.2    if the area to be served by the proposed new chapter shall be made up of two or more non-contiguous parts*

2.2.3    if the area to be served by the proposed new chapter shall cause the area served by the existing chapter to be split into two or more non-contiguous parts

2.2.4    if the ability of the existing chapter to function effectively shall be seriously impaired by the establishment of a new chapter in its area.

3.   A petition shall also be required to do each of the following:

a)   Bring about the annexation by an existing chapter of an area previously not served

b)   Transfer a part of an existing chapter’s area to another existing chapter’s area

c)   Remove an area currently served by a chapter from its boundaries.

Such a petition shall not be recommended for approval:

3.1       Unless petitioners shall number at least one half of the MLA voting members who reside or work within the affected chapter area, or part (a duly conducted ballot, as determined by Chapter Council, in the affected chapter area, or part, shall be acceptable in lieu of a petition, provided that at least half of the MLA voting members in that area or part shall vote in favor of such annexation, transfer, removal, or disbanding).

3.2       Unless the reasons for the annexation, transfer, or removal of territory or  disbanding of a chapter are presented to the Chapter Council and are acceptable to it.

3.3       Unless the affected chapter, or chapters, each, by action of its officers (and subject to ratification by its members), shall certify to the Chapter

Council that it has no objection to the proposed changes to its boundaries.

3.4       Where annexation of a previously unserved area shall result in a chapter area that is made up of two or more non-contiguous parts*

3.5       Where transfer of all or a part of an existing chapter’s area to another existing

Chapter’s area shall result in a new chapter area that is made up of two or more non-contiguous parts*

3.6       Where, in the opinion of the Chapter Council, the transfer of all or a part of an existing chapter’s area to another existing chapter’s area shall result in the inability of the first chapter to function effectively, unless it is the first chapter’s intention to disband.

4.         To resolve any disputes that may arise among chapters

4.1       The Chapter Council Chair shall request a position statement on the matter from

The officers of the chapters concerned, to be delivered to him or her within six months of such request.

4.2       The Chapter Council Chair shall then appoint an ad hoc committee of three members of the Chapter Council who represent non-affected and disinterested chapters to prepare a recommendation for the resolution of the dispute; such recommendation to be delivered at the next regularly scheduled meeting of the Chapter Council where it will be discussed and voted on.

All petitions and any matters requiring final decision by the Board shall be forwarded to the Board with the recommendations of the Chapter Council

*Except that there may be maritime separation of parts

6.8 Guidelines for Board and Officer Travel to Chapter Meetings

Beginning in 1990 the following guidelines will be used for allocating funds for travel to chapter meetings:

1. Monies for travel reimbursement, up to a specified amount, are available to reimburse MLA officers (the President, President-Elect, Immediate Past President, Members of the Board of Directors, or the Executive Director) that are invited to attend chapter meetings.
2. MLA’s annual business plan (budget) will include a maximum amount that will be available for reimbursement for each meeting in the upcoming budget year.
3. Board members will be expected to attend the chapter meeting of the chapter in which they reside at their own expense.
4. Board members attending meetings in which other eligible MLA representatives reside will be eligible to receive travel funds.
5. When two or more chapters hold a joint meeting only one reimbursement for travel will be made.
6. Travel to chapter meetings will be coordinated and promoted by the Chair of Chapter Council and headquarters staff.


Passed May 19, 1989 by the Board of Directors of MLA

Contact the Chapter Council Chair with any questions.
6.9 MLA Archives Guidelines and Form
7. Illustrations

7.1 Membership List Requests 

Please contact Kate Corcoran for information about membership lists and mailing lists: corcoran@mail.mlahq.org.

7.2 Guidelines for Preparation of Annual Reports
Content of Report 

1. Include a summary of important decisions, significant activities, objectives achieved, and other important matters that occurred during and since the previous MLA annual  meeting under the relevant goals in the MLA Strategic Plan and the priorities for the current year.

2. If a report contains a motion, the report should include the following background information: a) name of MLA entity which is required to take action; b) specific action to be taken; c) costs, if any, which will be incurred and proposed sources of funding; d) time frame for the action; e) any documentation which will facilitate the Board's decision-making process (statement of circumstances prompting the motion and/or past MLA action on the issue).

Use the following format for motion.

After the body of the report, leave two lines blank, then type the word MOTION (centered, bolded, in all caps).

Please remember to state clearly whether or not there is a motion.
                                   a.  If the report contains a motion to the Board, the first line....

                                                MOVED, that the MLA Board of Directors...

                                    b.  If the report contains no motion and is information only...

                          MOTION
                     This report is informational and requires no action by the Board of Directors.

3. Committee personnel should be listed in alphabetical order; followed by consultants, if applicable; MLA representatives, if applicable; headquarters program director; Board of Directors liaison; and committee chair.
4. Limit your report to two pages.

 

HOW TO SUBMIT YOUR MIDYEAR REPORT
Via E-mail
1. Send your MIDYEAR report as an attachment to an e-mail message or within the body of an e-mail message to mlapd2@mail.mlahq.org. Please try to put the name of your committee, task force, chapter, section or allied group in the SUBJECT LINE.
2. At the top, put the name of your committee, chapter, section, or affiliated organization.

3. Leave two lines blank and then begin your report.  Please do NOT indent paragraphs.

 

GUIDELINES FOR THE SUBJECT MATTER OF CHAPTER/SECTION REPORTS
Reports should include, as appropriate, the following:

1. Dates of time period covered by the report.

2. Indication of compliance/noncompliance with MLA Bylaws and any revision of chapter/section bylaws.

3. Dates and meeting locations, titles of programs, names of speaker and numbers of attendees.

4. Continuing education courses offered (by chapters) and number of attendees.

5. Number of members in chapter or section.

6. Income generated, expenses, and balance at the end of the year.

7. Publications, if a newsletter is published, number of issues published annually and editor’s name.

8. Number of committees, if too extensive to list by name.

9. Contributions to the MLA Scholarship Fund, etc.

10. Status of annual goals and objectives.

11. Objectives and plans for the coming year.

12. Interaction with respective council.

7.3 Motion Form
7.4 Nominating Committee Candidate Form
7.5 MLA Directory

MLA headquarters annually contacts the current Chapter chair to update officer rosters for the annual membership directory.  We will ask for officer title, name, term of office, phone number, email and fax number.  If you have questions, contact:
 
            Kate Corcoran, Director of Membership
            phone:  312-419-9094
            email:  Corcoran@mlahq.org
7.6 MLA Generic Calendar

(Some of the dates apply to Chapters and some to MLA members in general.)
	June

· Association year begins (June – May)

· June 24 – Submit Section/Committee Data form to Headquarters

· June 30 – Committee Chairs return completed budget request forms to headquarters for budgeting for next fiscal year (January-December)


	July

· July 1: Chapters must  submit Chapter Goals and Objectives to MLA Headquarters
· July 1: Chapters must submit officer and committee chair rosters to MLA Headquarters
· July 25: September MLA News copy to editor
	August

· Submit Annual Meeting program specifications    (sections and committees to NPC).

· August 25 – October MLA News copy to editor

	September

· Submit Annual Meeting Program specifications (NPC to headquarters)

· Fall MLA Board Mtg

· Sept 25 – Nov/Dec MLA News copy to editor
· Some Chapter Annual Meetings.

	October

· Many Chapters have

Annual Meetings
· Chapters should use

planning grid to determine the chapter goals and objectives for the year.
	November

· Ballots for MLA elections mailed

· November 25 – January MLA News copy to editor

	December

· December 1 Midyear
progress reports due at MLA Headquarters--this includes Chapter Reports.
· December 20 – MLA News copy to editor

· December 20 Last day to submit MLA committee expenses for payment from current budget


	January

· Beginning of new MLA fiscal year.  MLA Dues

are due.

· Jan 25 – March MLA News copy to editor

· MLA Election ballots received and counted

· Deadline for MLA Annual Mtg Abstracts

· MLA Committee Chairs receive approved budget requests from Headquarters


	February

· Midwinter MLA Board Meeting

· Headquarters advises MLA Committees and Chapters that Annual Reports are due in March

· Feb 25 – April MLA News copy to editor



	March

· March 11 – Chapter and MLA Committee Annual Reports at MLA Headquarters

· March 25 – May MLA News copy to editor
	April

· Incoming MLA

Committee Chairs receive Budget Request Forms from Headquarters to budget for next fiscal year

· April 25 – Jun/July MLA News copy to editor

· Some Chapters have Spring Meetings
· MLA Nominating Committee Candidates from Chapters must have bio info submitted to Chapter Council
	May

· MLA Annual Meeting: Association year ends (not fiscal year – fiscal year is Jan – Dec)
· Chapters may have Executive Board Meetings at MLA for planning purposes.


7.7 Excerpts from Robert’s Rules

· Before a member…can make a motion or speak in debate…he must obtain the floor; that is, he must be recognized by the chair as having the exclusive right to be heard at that time.  (At MLA Business Meetings, this is done by first going to the nearest microphone.)

· A person addressing the chair to claim the floor should state his name and any necessary identification…, as (John Doe, Oxbridge University Medical Library).

· Each member has the right to speak twice on the same question on the same day, but cannot make a second speech on the same question so long as any member who has not spoken on that question desires the floor.

· A member who has spoken twice on a particular question on the same day has exhausted his right to debate that question for that day.

· Debate must be confined to the merits of the pending question.

· Speakers must address their remarks to the chair, maintain a courteous tone, and – especially in reference to any divergence of opinion – should avoid injecting a personal note into debate.

· If at any time the presiding officer rises to speak with his privilege, any member who is speaking should be seated (or should step back slightly from the microphone) until the presiding officer has finished.

 

1.   Parliamentary Know-How

 Below are the motions (or actions) required to accomplish the more common purposes at business meetings (based on Robert’s Rules of Order.)
	Purpose
	Motion or Action Required

	To introduce business
	Move to main motion

	To approve action
	Move to accept, adopt or ratify

	To modify or change
	Move to amend or refer to a committee

	To defer action
	Move to postpone to a definite time, refer to committee or lay on the table

	To introduce business
	Move to main motion

	To approve action
	Move to accept, adopt or ratify

	To modify or change
	Move to amend or refer to a committee

	To defer action
	Move to postpone to a definite time, refer to committee or lay on the table

	To limit discussion
	Move to limit debate

	To determine correctness of an announced voice vote
	Move for division of the assembly

	To suppress a question
	Object to consideration, move to postpone indefinitely, lay on the table

	To object to decision of chair
	Move to appeal from the decision

	To make a request
	Call for point of information, rise to parliamentary inquiry or raise question of privilege

	To consider for a second
	Move to take from the table, reconsider or rescind

	To repeal action
	Move to rescind


2. Most Used Motions

The most used motions used at business meetings, and a brief explanation of them, are given below (based on Robert’s Rules of Order).

Main Motion:   Proposal for action or for expression of certain views.  Only one main motion may be on the floor at a time.

Subsidiary Motions:    Motions to modify or delay action on the main motion.  In order when the main motion is being discussed.

To amend (or to modify):

Five methods to amend:

1) to Strike;

2) to Insert;

3) to Strike and Insert;

4) to Add at End of Sentence;

5) to Substitute

Substitution generally is used only for an entire paragraph or section; strike and insert is quicker, easier, and accomplishes the same purpose.

Refer to Committee:  For information, for appropriate recommendations and/or to carry out recommendations.

Postpone to a Certain Time:  Defer further consideration of the main question until a definitely state(ed) time.

Previous Question:  To close debate on current questions.  Affirmative vote (two-thirds without discussion) closes debate and orders immediate vote on pending question.  The call “Question” may be ignored by the chair.

Lay on the Table:  Set aside temporarily.  Majority vote and no discussion.  Motion may not be modified.  If definite time is desired, postpone should be employed.

Incidental Motions:  These arise from pending question and must be decided before the question.

· Request for Information

· Point of Order

· Appeal

· Division of Assembly

No recognition required.  Division is used by the chair or assembly when the outcome of a vote is uncertain.  A standing vote need not be counted unless the outcome is still uncertain or a record of the vote is required.

Reconsider:  Must be made by one who voted on the prevailing side:  in order only on the same day or the next succeeding day.  If reconsideration carries, the motion to which it applies is again before the assembly.

Rescind or Cancel:  May be called for by anyone when  it is too late for reconsideration, if action is not under way.  Two-thirds vote without notice required, majority if notice to rescind has been given.

Adjourn:  May be accomplished by general consent or by motion.

8. Suggestions for Revision of Manual

Do you have any suggestions for revision of this manual?

Are there things that you need to know which are not included here?

If so, PLEASE send your suggestions to

Julia Shaw-Kokot, Chair, 5/10-5/13
Education Services Coordinator
University of North Carolina at Chapel Hill Health Sciences Library CB#7585
Chapel Hill, NC 27599-7585
919.966.0952
919-966-5592 (fax)
jsk@med.unc.edu
