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MIDWEST ARCHIVES CONFERENCE

EMERITUS SCHOLARSHIP FOR FIRST TIME MAC MEETING ATTENDEES COMMITTEE GUIDELINES

I.
Purpose of the Committee

The Emeritus Scholarship for First Time MAC Meeting Attendees Committee (Committee)is a standing committee of the Midwest Archives Conference (MAC), the purpose of which is to develop and oversee the Scholarship for First Time MAC Meeting Attendees. Each year the Committee awards up to two scholarships of at least $250 each to archivists who have not previously attended a MAC meeting. The award is open to undergraduate and graduate students, practicing archivists, and allied professionals with archival responsibilities.

II.
Committee Selection, Composition, and Length of Term

A.
The President will appoint a Chair subject to approval by Council.  

B.
A new Chair shall be appointed biannually at the spring meeting of MAC. 

C.
The Chair shall serve for two years and may be reappointed for one additional two-year term.

D.
The Committee will consist of the Chair plus three additional members, who shall be appointed by the Chair. Committee members shall serve for staggered two-year terms and may be reappointed for one additional two-year term.

E,
The Committee membership should reflect a concern for proper and balanced representation of the membership, and should include members with expertise in diverse areas of the profession.

F.
A member of Council shall be appointed by the President as liaison to the Committee.

G.
The name of the Chair shall be announced at the annual business meeting and the names of all Committee members shall be reported in the MAC Newsletter.

III.
Reporting Procedures

A.
The Chair shall submit a written report to the President and Council Liaison prior to the spring Council meeting.  The report shall include the following:

1.
Number of applications received.

2.
Copies of the completed applications.

3.
Name(s) of applicant(s) selected to receive scholarship.

4.
How the scholarship was publicized.

B.
The Chair shall prepare a progress report in writing prior to the fall Council meeting and submit it to the President and the Council Liaison, who shall report to the Council at its fall meeting.

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

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

IV.
Duties and Responsibilities of the Chair

A.
Maintain relevant and accurate Committee records, including Committee guidelines, scholarship program documents describing eligibility/application/selection procedures, application forms, timelines, and other documents. Update documents as needed.  Only revisions to these Committee guidelines must be submitted to Council Liaison for Council approval.

B.
Appoint members to vacancies on the Committee. Submit updated Committee roster to President and Secretary by June 30. Provide each member of the Committee with copies of the Committee's guidelines and other Committee documents.

C.
Set the deadline for applications.  The deadline shall be set at the Committee’s discretion, but should be no later than February 15. 

D.
Review website and submit any needed changes to the Public Information Officer.  Work with the Public Information Officer to see that the scholarship receives wide publicity and that announcements are sent to those programs that meet eligibility criteria. 

E.
Provide all Committee members with copies of the applications and supporting documents within two weeks after the deadline (by March 1 for a February 15 deadline).  Any applicants failing to submit all required documentation will be disqualified for the current application year but may resubmit an application for the next year if still eligible. 

F.
Write a letter to the recipient notifying her/him of the award and informing her/him that s/he is required to write a brief article for the MAC Newsletter. 

G.
Notify the Treasurer of the recipient’s name, address, and institution at or immediately following the spring MAC meeting so that a check can be sent by June 1.

H.
Send letters to all other applicants notifying them that they were not chosen and encouraging them to apply again the following year if still eligible.

I.
Submit an article announcing the scholarship recipient by deadline for the first MAC Newsletter after the spring meeting.

J.
Assist Development Coordinator in raising additional funds for the scholarship, if deemed necessary.

K.
The outgoing Chair shall forward all relevant information and materials relating to the Committee to the succeeding Chair to facilitate the smooth transition of responsibilities and shall forward all other permanently valuable documentation to the MAC Archives.

The Council Liaison is responsible for sending revisions of these guidelines in electronic form (as an e-mail attachment or on disk) to the Secretary.

Approved by MAC Council: 12/31/2007

