MIDWEST ARCHIVES CONFERENCE

DEVELOPMENT COORDINATOR GUIDELINES

I. 
Purpose of the Position

The Development Coordinator (Coordinator) facilitates the solicitation of financial contributions to assist special programs of the Midwest Archives Conference (MAC).

II. 
Selection and Length of Office

A.
The Coordinator shall be appointed by the President, with the approval of Council, to a two-year term of office.

B.
An individual may only serve two consecutive two-year terms.

III
Reporting Procedures

A.
The Coordinator shall submit a written report on the activities and future plans of the office to the President and Council for consideration prior to the spring and fall Council meetings.

B.
The Coordinator shall provide other reports when requested by the President.

C.
The Coordinator (or his/her designee) shall give a brief report at the annual business meeting and supply the Secretary with a written version.

D.
Coordinator reports or abstracts shall be published in the MAC Newsletter.

IV.
Responsibilities and Duties

A.  The Coordinator shall attend all Council meetings as a non-voting officer, and be aware of all aspects of MAC activity through receipt of all official (i.e., committee, task force, etc.) reports submitted to Council..

B.  The Coordinator shall develop fundraising for special and long-term MAC projects.

C.  The Coordinator shall develop, utilize, and maintain lists of donors for firms and organizations.  The Coordinator will share this list with the Vendor Coordinator and LAC Vendor Liaison to coordinate efforts as well as to keep track of who has been approached and how frequently.
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D.  The Coordinator shall draft solicitation letters for fundraising campaigns for approval by the President.

E.  The Coordinator shall issue solicitation letters, along with appropriate accompanying MAC literature, to appropriate individuals, firms, and organizations in fundraising efforts approved by Council.

F.  The Coordinator shall copy all communications with vendors which relate to fundraising, including solicitation letters to the Vendor Coordinator.

G.  Development activities shall be coordinated with the work of other MAC offices, especially that of the Vendor Coordinator.

H.  The Coordinator shall maintain relevant and accurate records, including guidelines, and update documents as needed. All changes to the Development Coordinator Guidelines shall be submitted to Council for approval.

I.  The Coordinator shall forward all relevant information and materials relating to the office to the succeeding Coordinator and forward all other permanently valuable records to the MAC  Archives.
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