MIDWEST ARCHIVES CONFERENCE

MEMBERSHIP COMMITTEE GUIDELINES

I.  Purpose of the Committee

The Membership Committee (Committee) is a standing committee of the Midwest Archives Conference (MAC) that shall promote and sustain membership in MAC.  The Committee shall inform potentially interested individuals and institutions of MAC’s services, activities, and functions.  The Committee shall also work closely with the Secretary, the Local Arrangements Committees, and other elected and appointed MAC officials to publicize, improve, and/or expand services of value to prospective, new, and veteran members.  The Committee shall also solicit nominations for MAC’s Emeritus Member Award and make recommendations on these nominations to Council.

II.  Committee Selection, Composition, and Length of Term

A.  The Chair shall be appointed by the President, with the approval of Council.

B.  The Chair shall serve for  two years and  may be re-appointed for one additional two-year term.

C.  Membership of the Committee shall consist of a member from each state in the MAC region, a Chicago metropolitan area representative, and a representative for members outside the MAC area.  These members are designated as representatives and selected by the Chair.  These representatives shall serve a three-year term.  The number of terms is unlimited.

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

III.  Reporting Procedures

A.  The Chair shall submit written reports on the activities and future plans of the Committee to the President and Council for consideration prior to the spring and fall Council meetings.

1.  The representatives shall provide information about MAC membership activities in their state to the Chair prior to the spring and fall Council meetings.
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B.  The Chair shall provide other reports as requested by the President.

C.  The Chair (or his/her 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.  Responsibilities and Duties of the Chair and Committee

A.  The Chair shall attend all Council meeting as a non-voting member 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 Chair shall appoint members to vacancies on the Committee.

C.  The Chair shall be responsible for distributing a copy of the Membership Committee Guidelines to each Committee member.  

D.  The Chair shall be responsible for delegating Committee work to each representative so that full advantage is taken of the geographic composition of the Committee.

E.  Membership solicitation

1.  The Committee shall secure up-to-date mailing lists from the various local and state archival organizations located in the Midwest.  Other mailing lists may also be used, including those produced by the American Association for State and Local History, the Society of American Archivists, and the National Historical Publications and Records Commission.  

2.  These mailing lists shall be checked against the latest MAC membership list to identify members of state and local archival organizations who are not members of MAC.  

3.  Such individuals shall be contacted by Committee members for membership solicitation.
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4.  To facilitate member solicitation, the Secretary shall make available to the Chair, and Committee members as necessary, the most current version of the MAC membership roster.  Access to the electronic version would be preferable. 

5.  The mailing of membership forms and other membership campaign materials shall be coordinated with the Secretary and Public Information Officer.

F.  The Committee shall work with the Secretary in contacting members whose dues are in arrears to encourage continued membership in MAC.

G.  The Chair shall report to the Secretary on plans for membership solicitations, meeting publicity, and follow-up on members whose dues are in arrears so that logistics of this work may be well coordinated.

H.  The Committee shall work closely with the Local Arrangements Committee to ensure that the various activities sponsored by MAC, especially the fall and spring meetings, receive the widest publicity possible, through such means as mailings to non-MAC archivists in relevant state/area organizations and mailings to allied professionals in the proximity of the meeting site.

I.  The Committee shall plan and implement special activities for new members at the spring and fall meetings with the goal of helping the new members feel welcome, meet current MAC elected and appointed officials, and learn how to become more involved in MAC.

1.  Such activities may include phone calls or mailings to new members; the new members’ function; activities with MAC Officers, Council members, Committee members, and other invitees.  

2.  Arrangements for new member events at semi-annual meetings should be coordinated at least three months in advance, including time(s), date(s), meeting room(s), notification of invitees, and any food or beverage.

J.  The Committee will assist MAC officers and Council in understanding and evaluating the needs and expectations of MAC’s members.

K.  The Committee shall solicit nominations for the Emeritus Member Award and make recommendations to Council on those nominations, as outlined in section V.
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L.  The Chair shall maintain relevant and accurate Committee records, including Committee guidelines, and update documents as needed. All changes to the Membership Committee Guidelines shall be submitted to Council for approval.

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

V.  Emeritus Member Awards

1.  Emeritus Membership Award

A.  Definition

1.   Special membership status awarded to a MAC member who is retired from archival work and has contributed in a significant and substantial way to the MAC during the course of his or her membership.1.  Nominee must be an individual member of MAC.

2.   Nominee must be retired from paid archival work.

3.   Nominee must have given significant and substantial contributions to MAC.

4.   Nominee must have been a MAC member for more than 10 years, not necessarily consecutive.

Significant or substantial service to MAC may include, but is not limited to, extensive and/or superior volunteer work in elected, appointed, or “unofficial” but definable roles within MAC and notable success in expanding the visibility of and/or support for the conference.

B.  Process of Nomination and Selection

1.  Members of the Committee shall solicit, through the MAC Newsletter and other means, nominations from the MAC membership of individuals who are eligible for the special membership category of “emeritus member.”
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2.  Any MAC member may nominate a retiree for emeritus member status by completing an emeritus member nomination form, writing a supporting letter, and submitting them to the Chair.  The nominating member shall provide sufficient biographical and professional information as to support the nomination.  Members of the Committee, or the Committee as a whole, are eligible to submit nominations.

3.  All nominations must be received by the January 31st following the fall MAC Newsletter announcement.  The Chair will distribute copies of all nomination forms and supporting materials to the Committee members.

4.  The Committee members will review the nominations; approving or rejecting each candidate.  The members will then select no more than three (3) candidates who most fulfill the requirements and demonstrate remarkable service to MAC.  These names will be recommended to the President.  Any member not recommended will be eligible for nomination at another time.

5.  The Chair shall submit to the President the recommendations, nomination forms, and supporting documentation no later than March 15th.

6.  The President shall submit the recommendations, nomination forms, and supporting documentation to the Council for action prior to the spring meeting.

7.  Emeritus Member Award is granted to a nominee upon approval by a super-majority (2/3) of Council members voting.  If Council rejects any nomination forwarded by the Committee, Council shall provide its reasons in writing to the Chair.

8.  After formal approval of the nominations by Council, the Chair shall coordinate with the Secretary to produce a framed Certificate of Emeritus Membership for each new recipient.

9.  Presentation of the Emeritus Member Award shall take place at the annual Awards Luncheon at the spring meeting.  The award shall include the  framed Certificate of Emeritus Membership.
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10.  The Chair shall forward the names and appropriate biographical sketches of those elected to Emeritus Member status to the Editor of the MAC Newsletter and the Public Information Officer.  The Editor shall publish such information as well as the names of all other Emeritus Members in the first newsletter issued following the spring meeting.

C.  Privileges of Emeritus Membership

1.  Framed Certificate of Emeritus Membership

2.  Membership dues are waived.
3.  Emeritus members shall receive the MAC Newsletter, Archival Issues, and all program mailings free of charge.

4.  Emeritus Members may register for MAC meetings at the member rate.
5.  Emeritus membership is a non-voting membership.  Emeritus members shall not be eligible to vote unless they have paid membership dues.
Approved by Council: May 3, 2001

Revisions approved by Council: April 29, 2004

