JANUARY

All Executive Committee Members
· Attend January Executive Committee meeting.
Chair
· Connect with the Conference Planning Chair to plan for Annual Business Meeting and Executive Committee meetings at the October Annual Meeting.
· Appoint members and chair of the Nominating Committee and assign positions to be filled to specific members.
· Send copies of Bylaws and appropriate sections of Procedures Manual to nominating committee members.
· Appoint chair of Scholarship & Professional Development Award Committee.
Vice Chair
· Serve on Nominating Committee, as chair or member.
Immediate Past-Chair
· Review Bylaws and Procedures Manual, propose and draft revisions if necessary.

Secretary
· Send minutes and the following reports to the Archives Chair: Annual meeting programs, lists and descriptions of continuing education courses offered by UNYOC, lists of Officers, reports prepared by UNYOC Officers and Chairs of Committees.
Treasurer
· Submit a summary of the chapter financial situation to the Executive Board for review.

Members-At-Large
· Convene Scholarship & Professional Development Award Committee and publicize call for nominations and/or applications with a deadline of March 1.
Website Coordinator
· Join or keep in regular contact with the Conference Planning Committee for updates.
· Post upcoming annual meeting information as it becomes available; work with the Conference Planning Committee to post theme, location, and Save the Date.
· Add membership renewal reminder as the request of the membership chair.
· Post any updates to the membership:
· Annual dues payment form and payment link,
· Save the Date for annual meeting.
· Work on registration, vendor and donation forms and appropriate links.
· Post the Executive Chair’s final MLA Annual Report and Chapter Council Rep’s MLA Report.
Continuing Education Coordinator
· Submit to MLA CEC Chapter Liaison list of Chapter sponsored CE courses during the preceding year.
Membership Coordinator
· Send an email to the Chapter listserv to remind members to renew their membership.
· Wild Apricot will also prompt members who are already in the database when it is time for them to renew. 
Nominating Committee
· Chair calls the committee together and identifies vacant positions.
Conference Planning Committee
· Distribute updated vendor packages to potential vendors, including criteria for sponsorship levels.
· Create a vendor contact list; reach out to vendors to confirm exhibit participation.
· Chair: Commence planning for CE sessions to be offered
· Plan social and food events; create a local arrangements team for onsite needs, food preferences, exhibitor space, and welcome reception option(s).


FEBRUARY

Vice-Chair
· Facilitate the MLA Annual Meeting Stipend process.

Chapter Council Representative
· Prepare and submit annual report to Chapter Council Chair.
Membership Coordinator
· Identify non-renewing members (export report from Wild Apricot) and send final notice with reminder that their membership will become inactive. 
Nominating Committee
· Put out a call for volunteers via listserv and/or LinkedIn.
· Identify qualified members willing to serve in vacant positions.
· Communicate responsibilities to potential nominees and answer any questions.


MARCH

Chair
· Prepare MLA Annual Report and submit it to MLA Headquarters by the deadline.
· Remind Committee Chairs and Officers that mid-year reports are due by May 1.
Vice-Chair
· Chair the UNYOC Service Recognition Award Committee, which accepts nominations until May 30th of the current year. The selections of the Service Award Winner and of the Fellows are submitted to the UNYOC Executive Committee for approval at the Summer Executive Meeting
Treasurer
· Prepare MLA annual fiscal report by requested due date.
Members-At-Large
· Convene Scholarship & Professional Development Award Committee and evaluate round one applications.
· Submit names of round one professional development award winner to Chapter Chair by April 1.
Nominee to the MLA Nominating Committee
· Submit biographical information to MLA Chapter Council Chair, upon request.

Continuing Education Coordinator
· Attend meetings of the Annual Conference Planning Committee and begin planning for continuing education courses to be offered at Annual Meeting.

Membership Coordinator
· Edit member’s Wild Apricot record from active status to inactive status if they have not renewed membership by March 31.

Conference Planning Committee
· Vice-Chair: Confirm keynote speaker(s) and collect speaker contracts.
· Work with website coordinator and communications coordinator for “Save the Date” postings.
· Confirm CE class with CE Coordinator.
· Finalize plans with speakers; arrange for obtaining speaker bios and photos.



APRIL

All Executive Committee Members 
· Submit mid-year reports to Chair by May 1.
· Attend April Executive Committee meeting.
Chair
· Begin to plan for the summer Executive Committee meeting in collaboration with the Secretary. 
Treasurer
· Send notices to all members of Executive Committee asking for input to develop budget for upcoming fiscal year. Include past two years and current year’s revenues and expenditures.

Chapter Council Representative
· Update information about UNYOC for MLA Chapter Fact Sheet.
· Ensure that forms for the UNYOC nominee to the MLA Nominating Committee have been sent to the Chapter Council Elections Committee Chair and to the Chapter Council Chair.



MAY

Chair
· Set agenda for Summer Executive Committee meeting and distribute to Executive Committee members.
Immediate Past-Chair
· Send proposed revisions to By-Laws and Procedures to Executive Committee for their review at the Summer Executive Meeting.
Secretary
· Receive Mid-year Reports from Officers, Committee Chairs. Consolidate and synthesize and send to members of the Executive Committee for their review before the summer Executive Committee meeting.
Treasurer
· Prepare interim budget report and draft budget for upcoming fiscal year; send to Executive Committee members for review and discussion at summer Executive Committee Meeting.
· Notify Executive Chair of items to be added to agenda for summer Executive Committee meeting.
Chapter Council Representative
· Attend Chapter Council meetings, events, and assist at the Chapter Council Display Table at the MLA Annual Meeting if going in person.
Alternate Chapter Council Representative
· Attend Chapter Council meetings, events, and assist at the Chapter Council Display Table at the MLA Annual Meeting.

Continuing Education Coordinator
· At the MLA Annual Meeting, the CE Coordinator should attend the MLA CE Committee’s Chapter Liaison function/meeting.
· If unable to attend the above meeting, contact MLA CEC Chapter Liaison to obtain most current information on MLA certification, approval of local courses for MLA CE credit, and MLA CE course offerings, procedures, and approved instructors.



JUNE

Chair
1. Request status report for all Chapter Annual Objectives. Send copies to all members of the Executive Committee.
Immediate Past-Chair
1. Recommend Bylaws and Procedures changes to the Executive Committee and finalize at summer meeting.
2. Prepare to present changes to the entire membership at the Annual Meeting.
3. Review “Immediate Past Chair” section of Procedures Manual and make necessary changes.



JULY

All Executive Committee Members 
· Attend July (Summer) Executive Committee meeting.
Chair
· Notify newly elected Chapter Fellows of their election and invite them to the Awards Ceremony at Annual Meeting. Ask for biographical data and curriculum vitae.
· Send out emails of acceptance to officer nominees.
Secretary
· Take minutes at summer Executive Committee meeting.
Treasurer
· Attend summer Executive Committee meeting and lead discussion of draft budget.
· Prepare revision of draft budget based on input from summer Executive Committee meeting.
· E-mail final version after the meeting to the entire Executive Board and Committee Chairs.
Members-At-Large
· Convene Scholarship & Professional Development Award Committee and publicize call for nominations and/or applications with a deadline of September 1.
Chapter Council Representative
· Attend UNYOC Executive Committee summer meeting.
· Prepare a report on Chapter Council meetings.
· Report on and discuss Chapter Council business, e.g., motions passed, goals and objectives for coming year, pertinent issues, and concerns, etc.
· Update information about UNYOC for the MLA Chapter Fact Sheet. A form will be sent by the Chapter Council Communications Committee for this purpose. This information will also be requested in November and April.
Communications Coordinator
· Post a call for submissions for available awards and scholarships, in conjunction with the awards and scholarship committee (contact Vice Chair for details); include deadlines for submission.
· Communicate “Save the Date” for the upcoming annual meeting.
· Update UNYOC-L as needed.

Website Coordinator
· Post any outcomes from the Summer Executive Committee as directed by the Chair.
· Update Annual Meeting information:
· Registration information and links
· Vendor registration and links
· Scholarship form and links
· Post theme and schedule
· Resolve any technical issues related to annual meeting registrations and donations.
Government Relations Committee
· The Chair shall canvas committee members and members of the UNYOC Executive Board for their comments about legislative issues that should be brought before the State University’s Board of Regents.
· The Chair shall prepare the testimony on behalf of the New York State health sciences librarians which will be presented either in person or by letter at the Regents meeting, scheduled for early September of each year. The testimony is due by mid-August.
Nominating Committee
· Present tentative slate of nominees to Executive Committee at summer meeting for approval.
Conference Planning Committee
· Chair: Report on conference planning for Annual Meeting at the summer Executive Committee meeting
· Vice-Chair: Report on conference planning for the following year. This report will include location, dates, venue contract information, invited speakers, conference theme and any committed vendors (e.g., at the 2023 summer executive meeting, this report will be for the 2024 Annual meeting) 
· Send out publicity to appropriate MLA publications, websites, listservs, and organizations for current year.
· Add Save the Date for the following year to chapter website (e.g., in June 2025, conference information for October 2026 will be posted to the web site)
· Set up introductions for speakers and designate facilitators as needed.
· Assign registration responsibilities.


AUGUST

All Executive Committee Members 
· Submit annual reports to Chair by September 15.
Chair
· Receive and review financial records from the Treasurer.
· Finalize arrangements for Annual Business Meeting and October Executive Committee Meeting, and notify Executive Committee of times, location.
· Arrange for preparation of Certificates of Fellowship.
· Submit election slate to Chapter membership via listserv at least three weeks prior to Annual Meeting.
· Be familiar with Robert’s Rules of Order; submit questions to Chapter Parliamentarian.

Secretary
· Distribute minutes of summer Executive Committee meeting to Officers and Committee Chairs.
Treasurer
· Work with Conference Planning Committee on anticipated expenditures related to the annual meeting.
Nominating Committee
· Contact nominees to confirm nomination or acceptance to the position.
· Send acceptance communication via email (Appendix C) or in person via phone call.
· Review relevant sections of the procedure manual/by-laws with each volunteer and address any questions.
· Prepare slate of elected and appointed nominees and communicate slate to the Executive Committee; post slate on UNYOC-L prior to annual meeting.
Conference Planning Committee
· Reach out to vendors for donations to scholarship; provide vendors details about the venue and address any questions.
· Post registrations for members and for vendors on the annual meeting website page.
· Obtain logos for program, website, and conference signage; share logos and vendor information with website coordinator for posting on annual meeting page.
· Advertise!
· Post tentative meeting schedule on the website annual meeting page.


SEPTEMBER

Chair
· Prepare agenda for Executive Committee meeting and distribute to members.
· Prepare presentations for Awards Ceremony.
· Prepare Certificates of Service.

Treasurer
· Obtain bank signature cards to bring to fall Executive Committee Meetings for newly elected officials to sign.
· Review budget and actual figures and call relevant executive committee members, as needed, to get in all expenses and revenues before the end of the fiscal year.
· Submit budget to the Executive Chair by October 1.

Members-At-Large
· A Member-at-Large who is moving into the third year of the three-year term shall chair the Scholarship Committee, assisted by the other Members-at-Large. (See UNYOC/MLA Scholarship Committee Procedures) 
· Convene Scholarship & Professional Development Award Committee and evaluate round two applications.
· Submit names of round two professional development award winners to Chapter Chair by October 1.
Communications Coordinator
· Post information about the annual meeting and communicate meeting details to the membership via UNYOC listserv and LinkedIn account.
· Send annual meeting updates for posting to the website to the website coordinator.

Membership Coordinator
· Email the Chapter Chair and Conference Planning Chair a list of active members to be used in determining registration rates for those registering for the Annual Meeting.
· Contact Library Schools to promote student membership.
Conference Planning Committee	
· Confirm attendance for all presenters, vendors and presenters.
· Communicate details to members via listserv; include registration links.
· Obtain slide decks for all presentations ahead of time; determine any AV needs.
· Send final details to vendors regarding food requests, package delivery, technology needs.
· Prepare list of vendors and contact information to post on the website.
· Purchase vendor gifts.
· Prepare conference signage, vendor sponsorship signs.
· Communicate expenses incurred to the treasurer; prepare invoices for payment and send to treasurer.
· Send out save the date to vendors for the following year. Solicit vendors for next year. 



OCTOBER

All Executive Committee Members and Committees
· Take office at the end of the Annual Business Meeting.
· Attend the post-conference Executive Committee Meeting.
Chair
· Conduct Executive Committee meetings at Annual Meeting.
· Arrange for key issues to be brought forth as motions at Annual Business Meeting.
· Conduct Awards Ceremony at Annual Meeting Banquet.
· Preside at Annual Business Meeting.
· Use parliamentary procedure to receive reports, hold election, receive motions, etc.
· When new business is completed, express appreciation to this year’s officers.
· Introduce new Chair.
· Turn over materials to New Chair.
· Collect revised sections of Procedures Manual.

Vice Chair
· Assist the Chair in preparing for the Annual Business Meeting as requested.
· Assume the role of Chair at the close of the Annual Business Meeting.
· Submit revised “Vice Chair” section of Procedures Manual to new Immediate Past Chair.

Immediate Past-Chair

· Make Bylaws and Policy & Procedures Manual available to new Officers.
· Present proposed Bylaws and Procedures changes to membership for approval at Annual Business Meeting.
· Submit revised “Immediate Past Chair” section of Procedures Manual to new Immediate Past Chair
Secretary

· Take minutes at the Executive Committee meeting and annual business meeting.
· Attach a copy of the Officers and Committees Reports with the minutes.
Treasurer

· Present current and proposed budget to the membership for review and approval; assist Executive Chair with discussion of budget issues at Annual Meeting.
· Circulate bank signature cards, to authorize financial transactions, to appropriate new members of the Executive Committee.
· When a new Treasurer is elected, provide for transfer of accounts and records to new Treasurer.
Chapter Council Representative

· Attend the Executive Committee meetings at the UNYOC Annual meeting.
· Report to the membership at the Annual Business Meeting on Chapter Council activities if requested by Chair.

MLA Credentialing Liaison
· Promote AHIP membership at the UNYOC Annual Meeting.

Communications Coordinator
· At annual meeting, inform membership of any pending changes in technology and/or platform for communication; share UNYOC-L statistics.
· Confirm viability of UNYOC-L to the membership; register new members to the listserv; delete members no longer active (work with Membership Chair).
Website Coordinator
· Post any updates for annual meeting.
· Perform any website maintenance if needed.
· Track and troubleshoot any registration issues, in conjunction with the treasurer.
· Prepare and present web traffic details to the membership at the annual business meeting.
· Present any updates or changes to the website to the membership at the annual meeting.

Continuing Education Coordinator
· Record and communicate MLA or CHLA accredited continuing education courses offered by UNYOC members.
· Contact all committee members to inform them that UNYOC funds are available to co-sponsor MLA accredited continuing education courses in their geographic areas and to encourage them to arrange such courses.  Chair will maintain contact with committee members throughout the year to learn if MLA accredited continuing courses will be offered, and to assist with publicity and with obtaining the UNYOC funding.
· Attend Annual Business Meeting and present a report if requested by Chapter Chair to summarize the previous year’s activities and plan for the coming year.

Membership Coordinator
· Incoming membership Chair begins duties. Outgoing chair ensures incoming chair’s access to Wild Apricot.
· Update board members status in Wild Apricot. Remove board status for outgoing board members as applicable. 
Government Relations Committee
· The Committee Chair shall present the annual report at the Annual Business Meeting.
· Meet at the UNYOC Annual Meeting to summarize the previous year’s activities and plan for the coming year.
Nominating Committee
· Chair presents nominees to membership at Annual Business Meeting.
· After election and confirmation by the membership, send updated slate of elected and appointed volunteers to the webmaster for posting on the website.

Conference Planning Committee
· At the end of the annual meeting, the Conference Planning Vice-Chair assumes the role of Conference Planning Chair.
· Chair: Promote next year’s annual meeting date and location at the end of the current annual meeting.
· Vice-Chair: assumes the role and solicit ideas for locations or venues for two years in the future at the post-conference executive meeting (e.g., at the 2022 post-conference meeting, locations for 2024 will be discussed by executive).
· Past-Chair: Assume the role at the end of the Annual Meeting. Coordinate with conference vendor relations to contact exhibitors after the annual meeting to see if they have an interest in returning next year.



NOVEMBER

Chair
· Submit Annual Objectives to Chapter Council Chair
· Communicate with Executive Committee and Committee Chairs to assure that work for the year begins quickly
· Organize activities and delegate responsibilities to enable Chapter to meet established objectives
· Set check-in timetable to assure that progress is being made
Immediate Past-Chair
· Send Bylaws to MLA Bylaws Committee if revisions were approved at Annual Meeting.
Secretary
· E-mail both sets of minutes and reports to Executive Committee and Committee Chairs.
· Prepare a copy for the UNYOC Archives.
Treasurer
· Issue checks for funds that were authorized at Annual Business Meeting.
· E-mail final version of budget to Executive Board for review.
Chapter Council Representative
· Prepare and submit a mid—year report to Chapter Council Chair.
· Update UNYOC information for MLA Directory. A form will be sent by Chapter Council Communications Committee for this purpose.
Communications Coordinator
· Post relevant communications to the membership via listserv and/or LinkedIn.
· In conjunction with the website coordinator, submit a mid-year report to the executive chair.
· Be in regular contact with the Chairs regarding any communications that need to go out to the members throughout the year.
Website Coordinator
· Post any post-conference materials and/or ppts.
· Update the Executive Committee listing to add incumbent members.
· Upload the latest version of Procedure Manual and By-Laws, if any.
· Remove any outdated links; remove past annual meeting links.
· Post the Chair’s Mid-Year MLA Report

Conference Planning Committee
· Send thank you notes to vendors and speakers and CE presenter(s).
· Chair: Convene the conference planning committee for the upcoming Annual Meeting; put out a call for participation on UNYOC-L for additional members.
· Chair: Review the conference budget outcome from the previous annual meeting and start budgeting for the next conference
· Vice Chair: Set dates for Annual Meeting two years out; avoid holidays, special events or other professional meetings; typical date is last week of October.
· Vice-Chair: investigate and choose a site for Annual Meeting two years out.
· Vice-Chair: Convene sub-committee of Conference Planning Committee to consider the theme, speakers for two years out.
· Vice-Chair: Reach out to potential keynote speaker(s).
