Para Board Check-Off List/Timeline 

AS OF 5/14/12
Para Board Web Site 

Para Flickr   
Para Blog

Para Web site
Board Agenda Sample

Board (Executive) Meetings – 4 times a year (sample agenda, Chair books at their discretion). Minutes from these meetings, after approved by the board at the next board meeting are then loaded to the Para web site as a PDF.  http://www.nebraskalibraries.org/PARA/parabylaws.html  Article VI. EXECUTIVE BOARD
Section 3. The Executive Board will meet a minimum of four times a year, and upon the request of the Chair or any member of the Board as necessary to conduct the business of the Executive Board. 
Board Month-to-Month timeline 

Board Minutes from previous meetings

Board Award - See Board Web Site
Bylaws Para (updated Fall 2008) - Changes (Initiated by By-laws Chair), Web committee can update the web site after necessary votes taken (Done), changes must be given to the NLA Webmaster to update the NLA handbook page: http://www.nebraskalibraries.org/handbook/handbk5.pdf (Done), then the Board checkoff list (Done), and any Para web pages that would need to be changed (Done)

Bylaws NLA TOC – What NLA expects from their sections and more.

Handbook (Web Committee Chair can edit) (Executive Board would like to update this to more of a Para FAQ)
Hosting a session, room, meeting

Keynote Procedures (mostly for the Keynote editor)

Membership Fees: We get 2 allotment payments from the NLA Treasurer 1st quarter & 2nd quarter of 25% of the membership fees section members pay. For persons joining or renewing their membership after June 30 & before 9/1/09, the sections and round tables do NOT get their share of the dues. If anyone joins after 9/1/xx than they are joining for the next year and that will come to us in the next year’s allotment. (Money from NLA) in Para archives 9/2/09 & Minutes from 12/5/09 Executive Meeting.
Mileage for Board Members:

Members of the Executive Board may request mileage reimbursement to one Executive Board meeting a year. Unofficially we said this would be 1 way to a board meeting. The amount per mile will be the current state government rate. You may also use your mileage as a Tax Deduction.
NLA Executive Board Meetings for the Chair – 4 times a year, Chair attends and sends in/takes a report about the section happenings, may use minutes from the board meetings as a slate 
Para General Meeting – 2x a year at NLA/NEMA Fall Conference & Para Spring Meeting. Minutes from these meetings, after reviewed by the board are loaded to the Para web site as a PDF. These minutes also flow to the Keynote in the following issue. 

Para’s do not have a Tax Exempt number or Federal ID. NLA tax exempt #47-0530907 – we have used this one in the past, does not mean we do not pay tax – we do even with this number (per Jenni Puchalla 2005)
Room Hosting a session, room, meeting

Tax on items we sell: T-Shirts, tshirts, etc. Per NLA Treasurer 1/09 Even though NLA is a 501(c)(3) organization, we must pay and collect sales tax. For future sales, you will need to collect the 5.5% state tax plus the appropriate local sales tax, depending on where the sales take place.  For instance, LaVista has a 1.5% local sales tax, so the total sales tax collected would be 7%.There isn't a specific form that you need to submit, but I need information on the location of the sale, the price of the item, amount of tax collected, and total amount collected. Sec/Treas 2/09
PARA Letterhead & envelopes contact Publicity Chair (stored with Janet in Para bins)

Web Site (Web Committee Chair can edit) 

==================================================================
Restart checkoff list each year after new Chair takes over; 
Fall NLA Conference to Fall NLA Conference
Oct - After NLA Fall Conference 2011-2012
Done 2011-2012 - Currently Terri & Cynthia Vana are signee’s - (Treasurer/Chair) every new treasurer changes signature cards on the checking account, so we always have 2 names there, treasurer and chair. change the Treasurer's backup signer from the current chair to a three-year term, so one person would serve through their Vice-Chair/Chair-Elect, Chair, and Past-Chair years.
Done 2011-2012 - (Web Committee) Update web pages with new names (Main page w/any news, Spring Meeting news, Officers page, History page: past chairs, past others, Para of year, NLA sessions checking links, and updating any vital information) 

2012-2013 Add passwords for Blog, flickr, etc. & cell & work numbers of all board members 

Add being members of their System Mailing List - NEW
Done 2011-2012 - (Janet) Edit the Para Board email group (add new members delete old members, email group housed at NLC). We do not include those Para’s representing our section on the Editorial or Citations Committees (these committees aren’t of particular interest to the Para board); we have in the past asked the membership Para to be our section membership chair.

Done 2011-2012 - (Janet) send out note on Para board email group about new officers added (see Para Board Archives, search on “Welcome to the Paraprofessional Board”) Send an email to the whole board about the email group, the new members and indicate the link to the Para Board Web Site: http://www.nlc.state.ne.us/comp/para/ 
Done 2011-2012 - (Web Committee) Make sure ALL Scholarships Winners from the last year got on the Para History page  (Legislative Day & New Para’s & Spring Meeting & Fall Conference, any not done already) up on Para web site, in history http://www.nebraskalibraries.org/PARA/parahistory.html 
Done 2011-2012 - (Treasurer) leftover bills from Fall NLA 

Done 2011-2012 - (Chair \ Publicity Chair) Send out to the NLA Mailing List who won the basket raffle & Scavenger Hunt & other conference news see (make sure it goes to the NEMA list also)
http://nla-paraprofessionals.blogspot.com/2010/10/assorted-announcements-congratulations.html 
Done 2011-2012 - (Chair) New appointments to the Para Executive Board by the new Chair.
Article VIII. Committees Section 2 The Section Chair will designate the Chair of all committees
Done 2011-2012 - (Current Chair or Past-Chair) Annual Report to Para board about the past year – then this will flow to the Keynote & to the Website under the Annual Report page:


http://www.nebraskalibraries.org/PARA/paraannualreport.html  
No NLAQ for awhile to our website instead- (Current Chair or Past-Chair) Annual Report, To NLAQ by Oct. 31 deadline for December issue, according to the NLAQ Schedule of Submissions and “Each section chairperson should send a copy of his/her annual report to the Executive Director” from NLA Bylaws, if we miss the deadline we can send it for the next issue as other sections/round tables have done. 
- (Publicity Chair/Web Committee) each year pictures from NLA up on the web, http://www.nebraskalibraries.org/PARA/parahistory.html and Flickr http://www.flickr.com/photos/nlaparas/, then Web Committee links to them off of the Para history page, Para Publicity Chair emails NLA of photos/pictures
- (Publicity Chair) Para History Book updated with Pictures from Fall NLA, Handouts from our sessions, and a Fall NLA program brochure
Done 2011-2012 - (Secretary/Web Committee/Keynote Editor) Minutes from Fall General Meeting out to Para Board (Done) then this will flow to the Keynote (Pending) & then onto the web page as a PDF (Done).  
Not to NLA Mailing List per board 5/08
Done 2011-2012 - (Current Chair or current Past-Chair or Treasurer) Thank you notes for the Scavenger Hunt Co-Sponsors (add other scavenger hunt items on check list?)

Nov/Dec – 

See Spring mtg checkoff list - (Spring Program Chair) Spring Meeting timeline 

- Board Award mentioned at a meeting (not by Janet, I’ve already done 3 board awards)
Done 2011-2012 - (Treasurer) Treasurer completes this year’s (EOY) http://www.nebraskalibraries.org/PARA/parabudget.html, sends to Para Board email group & then it gets put up on the Para Board Web site web page http://www.nlc.state.ne.us/comp/para/  

Done 2011-2012 - (Treasurer, see sample budget) Treasurer Reports to the NLA Treasurer at the end of each quarter and the end of the year director in order to receive our quarterly dues. 

Done 2011-2012 - (Treasurer) Pay for Para of the year’s next year’s NLA dues (Nancy Meyer in 2011 for 2012)
 Janet asked 11/7/11 & again 2/17/12 – Pending (not as of 5/10/12) (checked - Ask NLA Webmaster to update the NLA web site for Para of the Year http://www.nebraskalibraries.org/handbook/handbk8.pdf 
Bylaws updated in Fall 2008- (Executive Board) Bylaws gone over every 2 years or as needed. See top of this document on Bylaws
Updated after Fall 2008 - Ask NLA Webmaster to update the NLA web site for updated Bylaws


http://www.nebraskalibraries.org/handbook/handbk5.pdf  
Pending since 2007- Update/look over/revamp the Handbook (new FAQ) every 2 years, partially redone in Spring 2007 by Angela & Janet, More done 9/30/11 by Janet
12/2/11- (Chair) Para Board meets Dec. Jan or Feb to get ready for Spring Meeting (Secretary takes notes, in between meetings the secretary makes notations on email of importance and reports on that at the meetings so this info will be in the minutes)

 Done 2011-2012 - (Web Committee/Secretary) Board Minutes (from last meeting) approved by board than update Web by Adding Minutes to website & mark as pending approval at next board meeting
http://www.nebraskalibraries.org/PARA/paraminutes.html 
Jan – 

See Spring mtg checkoff list - (Spring Program Chair) Spring Meeting timeline 

Done 2011-2012 - (Fall Program Chair - Chair Elect/Vice Chair) we’ll need suggestions for our Fall Conference Sessions Deadline: 4/30 (per NLA Bylaws we are supposed to sponsor 3-4 programs a year at the NLA annual conference) to go to the Vice Chair/Chair Elect for the NLA CE Committee, see listing of past evaluations from Spring meetings and suggestions http://www.nlc.state.ne.us/comp/para/Ideas_for_sessions_from_Spring_meeting_evalutions.doc  

Sessions are linked to on the Board Web site http://www.nlc.state.ne.us/comp/para/

  **Always do Sally’s Sessions, great turnout, and Janet is her room host anyway.
Done 2011-2012 - (Vice Chair/Chair Elect) Sign-up for our Non-Profit table \ booth for the Fall NLA and for our Para Luncheon & General Meeting Friday
Sometimes we do sometimes we don’t - (Publicity Chair/Treasurer) Advertise Scholarship to join the Para section to NLA Mailing List ( ), pay scholarship out ( ), advertise winners to NLA Mailing List ( ), Put on Para History Page ( ), Put in Keynote ( )

**Something new in 2010, awards Para’s that pd their own membership (stimulus) w/$20 “raffle”, 2010 we paid out to everyone that requested this 5 members, Not done in 2011, 2012 we gave out $20 Stimulus to new Para Members that paid their own membership
Done 2011-2012 - (Board) Board decides if we would like a Para represented at the NLA Advocacy / Legislative day usually in Feb. in Lincoln, if so we give out scholarships, Gave out None in 2008, or 2009, or 2010, 2 in 2011, 2 in 2012 http://www.nebraskalibraries.org/PARA/parahistory.html#Past_Para_Scholarships_Recipients 
Done 2011-2012 - (Publicity Chair/Treasurer) Advertise Scholarship for Advocacy / Legislative Day to NLA Mailing List (), verify winners are Para’s (), pay scholarship out (), advertise winners to NLA Mailing List ()
http://nebraskalibraries.org/legislationadvocacy/advocacy-day/ 

No NLAQ issue in 2010\2011- (Web Committee) when NLAQ arrives, add Para members of NLA committees to the officer web page: NLA Citation (), NLA Editorial (), and NLA Membership ()
Pending - Check NLA Website search of Current Para Members, name, email, phone, and Library Association to use for officer candidates (see below)
Done 2011-2012 - (Past Chair\Vice Chair) Officers are elected each year to the Para Executive Board, always Vice Chair, and every other year Secretary-Treasurer. We need slate of candidates\nominations\nominees to the NLA Nominating Committee Chair by April 30, from past years suggestions have been to first send flyers or email all of the Para members then start down the list to call giving members an idea of what they’ll be doing may give us better results and then giving them time to think on it. Using Memberclicks we can email all of our Para Members, and then follow up with the Executive Board Members calling each member. We could start with previous Para’s of the Year and Scholarship Winners. The Past Chair submits candidates’ pictures and biographies to John Bernardi (NLAQ editor), and NLA Nominating Committee\ NLA Past Chair by April 30. Remember if we do not have 2 viable candidates for each office our NLA funds will be with held. NLA Board decision 9/06. We can ask for help from the NLA Nominations committee if need be. We don’t need to keep info from year to year on which candidates for officers said yes or no – just a listing of who is eligible each year.

Done Email through NLA in 1/09, Snail Mail Done in 2005, & 2002 to Directors- (Chair) Do every 2-3 years? Email on Why join the Paraprofessional Section of NLA? to just library directories through NLC Massmail through Omnibase.
Feb –

Done 2011-2012 Para Section donated $100 in 2011 & in 2012-Louise Nixon scholarship donation

Done 2011-2012 - (Publicity Chair/Treasurer/Spring Meeting Chair) Advertise Scholarship to attend Para Spring Meeting to NLA Mailing List, and Systems List
 Done 2011-2012 - (Keynote editor) Keynote Win/Spring Issue deadline Jan 31, goes out Feb 10st 
Not done since 2007 - (Membership Chair) Send out to all new members a mailing (Membership Chair will have copies from year’s past)
Not done since 2007 - (Membership Chair) Sends out a letter to all non-renewing members (Membership Chair will have copies from year’s past)

Not done since 2007 - (Membership Chair) keeps track of incoming & outgoing membership numbers and lets the board know.

Done 2011-2012 - (Chair Elect/Vice Chair) Most of the time we need paperwork for our NLA fall sessions in by now
1/27/12- (Chair) Para Board meets Dec. Jan or Feb to get ready for Spring Meeting (Secretary takes notes, in between meetings the secretary makes notations on email of importance and reports on that at the meetings so this info will be in the minutes)

Done 2011-2012 - (Web Committee/Secretary) Board Minutes up on Web as a PDF, after being approved by the board after the next meeting
Mar – 

See Spring mtg checkoff list - (Spring Program Chair) Spring Meeting timeline 

3/2/12- (Chair) Para Board meets Dec. Jan or Feb to get ready for Spring Meeting (Secretary takes notes, in between meetings the secretary makes notations on email of importance and reports on that at the meetings so this info will be in the minutes)

- (Web Committee/Secretary) Board Minutes up on Web as a PDF, after being approved by the board after the next meeting
Done 2011-2012 - Spring Meeting happens

Done 2011-2012 - (Treasurer, see sample budget) Treasurer Reports to the NLA Treasurer at the end of each quarter and the end of the year director in order to receive our quarterly dues. 

Apr – 

See Spring mtg checkoff list - (Spring Program Chair) Spring Meeting timeline 

- (Spring Program Chair) Report to Para board about the Spring Program, this report will flow into the Keynote Summer/Fall Issue
- Minutes from Spring General Meeting out to Para Board (Secretary) & then they end up in the Summer/Fall Keynote (Editor) & on the web page (Web Committee) & Not to NLA Mailing List per board 5/08
5/27/11- (Chair) Para Board meets (Secretary takes notes, in between meetings the secretary makes notations on email of importance and reports on that at the meetings so this info will be in the minutes) 

- (Web Committee & Secretary) Minutes to board, then after approved at next meeting put Executive Board Minutes up on Web as a PDF xx/xx/xx meeting
Jennifer Wrampe 2011, Evis Zamora in 2009, Karla Shafer in 2008 -Board Award mentioned at a meeting, all submitted by Janet so far.
May – 
Save all Para pages for backup - NLA Webmaster says that our site is backed up; check every other year done in 2009 
-Scavenger Hunt Bingo Cards closer up front – on a stand \ poster board???

Jun – 

Michelle McCay-Broyles for 2012-2013 Jennifer Sorensen 2011-2012 - (NEW Spring Program Chair) - Chair needs to find a new Spring Program Chair term is from Jul – Jun each year. Spring Meeting timeline 

See email in Janet’s sent-mail or Para Archives or note below - NLA Speakers \ Presenters: Do not have to pay for conference if only there for the sessions they are speaking at \ presenting.


- (Treasurer, budget items see below) Treasurer Reports to the NLA Treasurer at the end of each quarter and the end of the year director in order to receive our quarterly dues. 
- (Citations/Publicity Chair) Advertise for Para of the Year 


5/26/11-On Para Front Page “Announcements” http://www.nebraskalibraries.org/PARA/ 
5/24/11- NLA Mailing List 
5/24/11-Para Blog

Pending 5/26/11- NLA page (NLA Webmaster should automatically put up from NLA Mailing List) 


- Systems Newsletters (just email the System Administrators) nlc.sysad@nebraska.gov
-System Mailing Lists
- Keynote Winter/Spring (Winner)


-Announcement at Fall Conference to Michael Straatmann, NLAexecutivedirector@gmail.com
           No Newsletter currently- NLAQ needs to be by Jan 31 to get in for Spring issue (email John Bernardi) 

       per board 01.15.04 meeting board members can nominate board members 

       per board 01.15.04 meeting only one Para per year

       per board 01.15.04 meeting see criteria set http://www.nebraskalibraries.org/PARA/paraofyear.html 

       per board 08.27.04 you can be selected for Para of the Year every 5 years

       per board 08.27.04 if you are on the board and selected you may still vote

       per board 08.27.04 we keep the nominations for 5 years just like any correspondence, but only as a reference not to use again 

       just an FYI we do not need a Para of the Year every year


Jul – 

-Board talks about scholarships for Fall NLA (2009 - 6 - $50 ones for Fall NLA) and then advertises on:

 -NLA Mailing List

 -NLA page (NLA Webmaster does from email sent)

Not in 2011-We also vote on $10 scholarships to use to have NLA members join 2 different sections or round tables
 8/19/11- (Chair) Para Board meets (Secretary takes notes, in between meetings the secretary makes notations on email of importance and reports on that at the meetings)
- Minutes to board, then after approved at next meeting put Executive Board Minutes up on Web
- (Board, then Publicity Chair) if we plan on having a raffle – decide now
Aug - 
See Spring mtg checkoff list - (Spring Program Chair) Spring Meeting timeline
-Paying for Speakers Registration for Fall NLA Conference – We do not need to, found in Conference Handbook 8/2011: 4. Presenters who present and leave are not expected to register, but will not receive a registration packet unless they do. If sponsors of these sessions wish their presenter(s) to receive a registration packet, the sponsor should register the presenter.

Also, anyone wishing to just attend the meeting on Friday; they may attend w/only paying the meal \ luncheon and not the conference registration.


Also, conference attendees may attend the business portion of the meal and not pay for lunch.

http://nebraskalibraries.org/confmanual/Registration.pdf 


- (Citations Chair) Para of the Year deadline July 31st, Citation Chair always checks to see if all nominations are Para 
- (Chair) Report to the Keynote from the outgoing chair as they move onto Past Chair
 (Current Chair or Past-Chair) As Chair of the Nominating Committee will provide official notification of the election results to new officers' supervisors, or directors. Vice Chair is a member also.

- (Treasurer) Pay for Chair & Chair/Elect registration fees for Fall Conference (registrations only) if their employers do not (NLC staff are no longer paid for as of 2010), in time to do early bird registration, treasurer can reimburse them after the fact (board voted on this on 9/22/2006)

- Put up new membership listing http://www.nlc.state.ne.us/comp/para/#members (webmaster)
- (Webmaster) Check for new Para sites for this page: http://www.nebraskalibraries.org/PARA/ParaLinks.html try checking against this page http://www.ala.org/ala/lssirt/lssirtbenefits/National_Directory_Aug21_2006.pdf
Sept –
See Spring mtg checkoff list - (Spring Program Chair) Spring Meeting timeline 

-Always get an extra conference schedule brochure for the Para table & maps of hotel & vendors & schedule of who staffs table & who hosts sessions

- (Publicity Chair) Put Raffle handouts\flyers at registration table & hang some up to remind attendees
- (Citations Chair) Para of the Year: Board votes by 9/1 in order to get into the Keynote issue 
- (Citations Chair) 9/1 
- Announce Para of the Year to the board


-Announce to NLA


- Keynote article in Sum/Fall issue


- Update Para Web site http://www.nebraskalibraries.org/PARA/parahistory.html#Past_Para_of_the_Year_Recipients 
After Conference- Ask NLA webmaster (??) to update their web page http://www.nebraskalibraries.org/handbook/handbk8.pdf 

- Send info to Editor of NLAQ 


- Inform the NLA Vice President/President-Elect who is also in charge of the Fall conference
- (Citations Chair) Writes a letter informing the award winner and their supervisor of the award and explains about the award presentation at our General Meeting at Fall NLA/NEMA

-Para Board meets Aug or Sep to get ready for Fall Conference (Secretary takes notes in between meetings the secretary makes notations on email of importance and reports on that at the meetings)
- (Keynote editor) Keynote Sum/Fall Issue deadline Aug 31, goes out Sept 15th - - Keynote Procedures 
- (Web Committee) Keynote to the web page
- (Web Committee & Secretary) Board Minutes up on Web
- (Treasurer, see sample budget) Treasurer Reports to the NLA Treasurer at the end of each quarter and the end of the year director in order to receive our quarterly dues. 

- (Chair) Agenda for Fall General Meeting, have Chair put on it to take pictures of the whole group at the end of the meeting
- Board votes on whether to give honoriums to our fall speakers $20 each from Barnes & Noble. $10 in Fall 09, gave them Para pens & T-Shirts also, 2010 & 2011 bought items at Fall conference from vendors
- (Current Chair or current Past-Chair or Treasurer) Purchase thank you gifts for speakers in the form of certificates, or gifts of some kind - 1/03 Para Board agreed to do this every time, but we need to have board OK the amount each year, we also agreed that we would pay the speaker for mileage if they are not reimbursed by their organization.  Thank you notes out to the speakers with gifts from above. 3/10 no gift cards to NLC staff unless they are on their own time. Physical gifts are ok, nothing over $25.

Oct – 
See Spring mtg checkoff list - (Spring Program Chair) Spring Meeting timeline 

 - Before Fall Conference make new one - "H:\Comp.old\para\2011FallConference\FridayAfternoonKeynotePresenterParaAwards.docx"

 - Email new officers & see if they would like to staff the Para booth – look in Para Board Archives “Para Booth at NLA & General Meeting on Friday” email from Janet

- (Chair) Email to NLA Mailing List as to what is happening at convention, encourage Para’s to stop by our table, buy raffle tickets, attend the General Meeting & Luncheon, and mention any give-a-ways from the Para Board (Pins 2005, none 2011)
 - (Citations Chair) Citations Committee does up citations/certificates for Fall NLA, only out-going chair, outgoing secretary or treasurer, and the Para of the Year (not for chairs of committees)
NEW 2012 - (Janet) Make a sign – poster board size – poster board from home – that reads “Start here for the Para Scavenger Hunt” & have bingo cards there
- (Publicity Chair) Email all of NLA on Raffle Basket and/or Scavenger Hunt (or whatever) 

- Treasurer brings checkbook see budget. 

- (Fall Program Chair - Vice Chair/Chair Elect) Para Board contacts each of our speakers for the Fall sessions to make sure we have what they’ll be needing and if we need to take care of handouts for them or copies for speakers, we can do them at NLC if we know ahead of time and verify this with Sue (NLC) that the Para’s will refund NLC 

- (Fall Program Chair - Vice Chair/Chair Elect) we need to take care of our speakers, have a host available 

-  (Citations Chair) At Para Lunch at Fall NLA present the Para of the Year award to the recipient & give them the $50 and their certificate, and arrange for their dues to be paid for the next year, how about we add any freebies we have leftover to this person also – bag, pens, and so on
- NLA Fall Conference w/Paraprofessional General Meeting at Luncheon w/New Officers installation 
- (Janet) Take Para tubs to haul everything in (in Janet’s room)

- 2010 Going Green just bring these on a flash drive- (Chair) Bring agenda copies for all along with any handouts (i.e. treasurer’s report, bylaws changes, handout of spring meeting)
- 2010 Going Green just bring these on a flash drive - (Secretary) Bring copies of last General Meeting Minutes from Spring General Meeting  - Enough for all Present 20 should do, duplex it
Table suggestions and what to take with us:
*Copy of para booth \ table schedule 1 for table, 1 for Janet
*Files onto flash dive to show at meeting: Budget, old minutes, Agenda, Installation script, 
*cash box with change $50 (kept with treasurer)
*candy, 
*give-aways (bookmarks 2010 & 2009, 2004 pens, 2005 pins)
*news of Spring Meeting w/website address on it (Spring Program Chair does Flyer for handouts) 
*decorations for the table (Janet)
*picture book (Publicity Chair)
*raffle signs, 8 ½ x11 for hanging around the conference, 
*Para sign for table; we get one from the conference
*basket for raffle (Publicity Chair)
*camera, and batteries (Publicity Chair)
*ribbons for officers, (Janet)
*certificates to be given out at luncheon (Citations Chair)
*checks for Para of the Year or scholarship winners or whatever, (Treasurer)
*equipment for speakers (if need be)

*handouts for speakers/sessions (if need be)
*stuff to pass to next year's newly-elected officers, (Treasurers’ box, Chair’s box, Secretaries’ Box, etc.)
*installation notes - print from web http://www.nlc.state.ne.us/comp/para/installationprocedure.html (Chair)
*supplies – tape, scissors, clips, pens, notepads, markers, thumb tacks, safety pins, etc. 
(Janet has a box of stuff that she brings from from year to year)

Pictures taken each year by Publicity Chair 
-Para Table

-Each Para Sponsored Session

-Luncheon & Business Meeting


Installation of New Officers 

Citations given out


Picture of whole group

Start over again after Fall Conference
===================================================================

Sample Agenda for Paraprofessional Board & General Meeting:
Date at time and place
Chair calls the meeting to order 
Approval of Agenda

Approval of Minutes (Last General Meeting xx.xx.xx, or Last Board Meeting xx.xx.xx)
Reports from Officers:

Chair
Vice-Chair/Chair-Elect, Nominations, Fall Sessions
Treasurer, Checkbook transactions from the last meeting and balance

Secretary, Last General Meeting xx.xx.xx, or Last Board Meeting xx.xx.xx
Reports from Committees:

Archive Chair (Secretary, yearly maybe)
Bylaws Chair (only as needed)
Citations & Publicity Chair, Para of the year, Citations for Spring & Fall Meetings
Liaison Chair (only as needed)
Membership Chair
Newsletter Chair (Keynote Editor)

Spring Program Chair 
Old Business:

New Business:

Next Meeting:

      Adjournment 

===================================================================

Room Host Guidelines

As room host, your duties will include introducing yourself, finding out how the speaker wishes to handle latecomers and extra seating (this can be in advance or right before the session), seating people, checking on the water provided for the speaker, and helping the speaker get organized. You should also report any room temperature problems to the convention coordinators and the hotel. You'll need to stay in the room through the entire session and be on call to help with any problem that arises. It's particularly important that you pay attention to small pieces of equipment such as remote microphones, that can easily "walk out" of the room. Introduce them if necessary, and help them unpack & pack, hand out handouts, collect whatever comes in from the audience, handle lights if needed, monitor hall noise, close doors if necessary and then make sure when they are done we thank them. A round of applause from the audience at the end is always helpful

=================================================================

Email that went out to directors in 2002 & 

Paraprofessional Section
A Section of the Nebraska Library Association

Dear Library Director, 

The Nebraska Library Association (NLA) Paraprofessional Section invites you and your staff to become members of the Paraprofessional Section:
Why join the Paraprofessional Section of NLA?
This is the section to join if you aren't a "real librarian" but you work in a library, are in contact with librarians, are in the process of becoming a librarian, or just want to be a part of the best section in NLA. We encourage all of the paraprofessionals who join NLA to check the Paraprofessional section box on the form. If you have already sent in your membership renewal and checked another box, for only $5 more you can join our section. The Paras are a hard working, fun group that sponsors a Spring Video Conference and several sessions at the NLA/NEMA Fall Conference each year. If you attended the 2003  fall conference, we were the only ones with free tote bags!!

Thank you for reminding your staff to consider joining the Paraprofessional Section as they join NLA or renew their membership. We all need to be advocates for libraries in Nebraska.
Thank you, 

Janet Greser 
Paraprofessional Keynote Editor 
http://www.nlc.state.ne.us/comp/para/ParaBoardCheckofflist.doc  
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