Keynote Procedure: Print this on the Color Printer (updated 3/2012)
Done - Copied & pasted using Word -September Make a new Para member list and put on H:\comp\para
Put on Web when 2nd issue goes out
Done -Files are on Janet’s hard drive under T:\janet\para stuff\keynote, you can just do a save as from the last issue and start from that.
Done -Have file proofread, Jennifer can do it if she has time

Done -Turn into a pdf using Word, put up on the web, if I need to combine PDF’s Bonnie can help
Done -Email to NLIA Memberclicks & Para Board email group to get into the archives

Done -Making Copies of the Keynote, we can do them at NLC, only need copies for those that don’t have emails addresses on NLIA Memberclicks or in Omnibase – all emails 3/2012, go to NLIA memberclicks, login, search on Paras, and anyone that does not have an email address gets a paper copy.

Done -Sent out 2 times a year 

   -all paid members according to NLIAmemberclicks members@nebraskalibraries.org , 
   - make sure all Para board members get one 

     (this should happen anyway because of their positions on the board, but make sure)

   - 6 to NLC

1 to acquisitions, Cathy
4 to state docs, Bonnie
1 extra to publicity chair for input into notebooks, Jennifer
  No More- 1 extra to editor for their file plus white original, green folder on smiley bookcase bottom 

-Copy to any new person that got a scholarship to join the Para’s, should be automatic since we send to all NLA members

-email board on whether there were costs associated with the Keynote

Done -Put on Main Para Website at top
Done -Blog About it

 Done -Reset Outlook reminder for the next issue.

Winter/Spring Issue deadline Feb. 1 goes out Feb 30th ish
Always put upcoming items first and go back from there.
Always link to existing web pages when I can.

Done  Volume changes at the beginning of the year and the number each time (2 issues a year Winter/Spring issue 1 and Summer/Fall issue 2) make sure it says Winter/Spring at the top

Done  Check Mast head – changes every Spring with new officers, 
Done  Chair comments – as they come on board (in-coming) never Chair Elect 
Done  Link to Spring Meeting Registration website, Janet (Editor)

Done  Advertise other Spring Meetings, check their web pages – not just NLA’s calendar, Janet (Editor)
Done  Para Annual Report, link to website, all about Fall & Spring Meeting & any other Para event, Chair
Done  Minutes from the Fall General Meeting (on web), Janet (Editor)
Done  Scholarship winners link to history page, Janet (Editor) 
Done   Bio’s of new officers (meet our officers) (incoming chair and secretary or treasurer or committee heads) if any leftover (Spring Only) NO PICTURES!!  
Done  Any articles that Scholarship winners sent in - Jennifer will prod them
Done  Advertise this year’s NLA conference & Preconferences dates & place, Janet (Editor)
Done   See old issues for more ideas, other suggestions below
 Bylaws Updates - if any, Janet (Bylaws Chair)
  Pictures from Spring or Fall, Jennifer (Citations Chair)
  Around the Country” Feature from Chair, if any

  Article from Guest Paraprofessional if any

  Check last 2 issues to see what else to put in

Summer/Fall Issue deadline Aug 15, goes out Sept 1st     earlier if Convention is earlier
Always put upcoming items first and go back from there.
Always link to existing web pages when I can.

   - Make sure it says Summer/Fall at the top, Volume same Change No.
   - Chair comments – as they leave office (Out-going) never Chair Elect Always Chair 
   - Notice of Fall NLA conference dates & place & our sessions & our luncheon & Para General Meeting & non-profit table, Janet – ALWAYS PUT IN NOTICE OF ALL PRECONFERENCES 
    - Fall Raffle basket, Jennifer (Publicity Chair)
    - Scavenger Hunt Announcement, Jennifer (Publicity Chair)
    - Help is needed at Fall Para Table – see last times note, Janet 
    - Winner of Para of the year, Jennifer (Citations Chair)
    - After Remarks of Previous Spring Meeting (by Spring Program Chair)
    - Minutes from the Previous Spring General Meeting - in email archives, Janet
    - Any news of Next Spring Meeting (Date maybe), March xx, Wed, 
    - Advertise?? NLA Fall Scholarship, Jennifer (Publicity Chair)
    - Scholarship winners from last: Leg Day, Joining Para Section, Para Spring Meeting
    -Election Results, new officers 

    - Bylaws Updates - if any, (Janet, Bylaws Chair)

    - Pictures from Spring or Fall, Jennifer (Citations Chair)
    - See old issues for more ideas, other suggestions below
    - Check last 2 issues to see what else to put in

    Blurb about being able to get past spring meeting tapes, Janet
    “Around the Country” Feature, from Chair, if any
    “Article from Guest Paraprofessional”, if any
    Dynix sessions, have it become a regular column: http://www.dynix.com/institute/seminar/index.asp?sem=20041109 , Janet

Other Suggestions for issues 
       (see other word document on Janet’s t:\janet\para stuff\keynote\items to put back in\):

 Advertise Para Section (What’s so good about it?) – Gayle\Jenni redoing bookmark & Para brochure
 Advertise what’s on our web site “look what you can find on the Para web site” 
        did 9/14/09
        Winter/Spring 2010
 Become an Officer that Janet wrote – 
        Winter\Spring 2002 
        Winter\Spring 2012
 Quotes from Board members on being a part of the Para Section – 
        did Winter/Spring 2004, 
        Board favorites Fall/Summer 2006
 Getting to know Para Members “I’m a Para, She’s a Para, Why do you like being a Para Too!”
        Winter/Spring 2009
