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I. INTRODUCTION

The Policy and Procedure Manual was initially produced in the Fall of 1986 in an effort to compile and systematize the organization of the Philadelphia Regional Chapter, Inc., a Chapter of the Medical Library Association, Inc., hereafter in this policy and procedure manual known as the Chapter.

The intention of this manual is to provide a reference tool for the officers of the Chapter and the Chairs of the standing committees. It will be revised annually.

Incorporation Documents
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State of 3llinois
Office of
The Secretary of State

oo mhzrzag’ ARTICLES OF INCORPORATION OF

PHILADELPHIA REGIONAL CHAPTER OF THE MEDICAL LIBRARY ASSOCIATION
INCORPORATED UNDER THE LAWS OF THE STATE OF ILLINOIS EAVE BEEN
FILED IN TEE OFFICE OF THE SECRETARY OF STATE AS PROVIDED BY TEHE
GENERAL NOT FOR PROFIT CORPORATION ACT OF ILLINOIS, IN FORCE
JANUARY 1, A.D. 1987.

-

Now Therefore, I, George H. Ryan, Secretary of State of the State of
lllinois, by virtue of the powers vested in me by law, do hereby issue
this certificate and attach hereto a copy of the Application of the
aforesaid corporation.

gn Testimong AWhereof, I hereto set my hand and cause to be
| affixed the Great Seal of the State of Illinois,
at the City of Springfield, this 12TH

day of _ - aprip A.D. 19 _g9s5 and of
the Independence of the United States the two

_hundred and 1eTH

- '.x/@m

Secretary of State
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TO: GEORGE H. AYAN. Secretary of State

Pursuantto the provisions of “The General Not For Profit Carporation Act of 1986°. the undersignegd incorporator(s)
heredy adopt the following Articles of Incorporation.

Aricte 1.~ The name of the corporaton is: —Phi 1adelphia Reaional Chapter of the Medical Tibrary
Association
Articte 2: The name and address of the inrtial registered agent and registered office are:
Registered Agent JB Corporate Services, Inc.
First Name Micale Name Last Name
Registered Office One IBM Plaza Suite 3700
Numoer Street 1Do Not Use P.Q. Box)
i ; Chicago " COOK
City Zip Coce County
Article 3: The first Board of Directors shali be — szf'_sm_— n number. their names and residential addresses
) . ) ( SS than three)
being as follows:
Address
Director's.Names Number Street City State
SEE ATTACHED
Anicle 4. ' The purposes for which the corporation is organized are:
of the

Scientific and educational, as defined in Sectiom 501(c)(3)
Internal Revenue Code (or corresponding provisiom or amy future
United States Internal Revenue Law), within the field of health
informiation services and related areas.

Is this corporation a Condominium Association as established under the Condominium Property Act?
] Yes KINo  (Checkone)

Is this corporation a Cooperative Housing Corporation as defined in Section 216 of the Intemal Revenue Code
of 19547 O Yes &1 No (Checx one)

Is thtsa Homeowners Association which administers a common-interest community as defined in subsection
(c) ot Section 9-102 of the code ot Civil Procedure? 3 Yes [x No

Articie 5. Other provisions (please use separate page): SEE ATTACHED
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Article 3: The first Board of Directors shall be seven in number,
their names and residential addresses being as follows:

Diane Wolf, 1305 Sstanford Road, Wilmington DE 19803

Marjorie Smink, 351 Lénape Drive, Berwyn PA 19312

Mignon Adams, 1922 Pemberton Street, Philadelphia PA 19146
Esther Dell, 108 Mountainstone Drive, Elizabethtown PA 17022
Sara'Richardson, 838 North Taylor Street, Philadelphia PA 19130
Beth Evitts, 311 North Franklin Street, Hanover PA 17331

Jo~-Ann Babish, 64 Woodland Way, Clarks Summit PA 18411
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ARTICLE S.

a. The corporation is organized exclusively for scientific and educational purposes,
including, for such purposes, the making of distributions to organizations that qualify as
exempt organizations under Section 501(c)(3) of the Internal Revenue Code of 1986 (or
the corresponding provision of any future United States Internal Revenue Law).

b.  No part of the net earnings of the corporation shall inure to the benefit of, or be
distributable to its members, directors, officers or other private persons, except that the
" corporation shall be authorized and empowered to pay reasonable compensation for

services rendered and to make payments and distributions in furtherance of the purposes
set forth in Article 4 hereof. No substantial part of the activities of the corporation shall
be the carrying on of propaganda, or otherwise attempting to influence legislation, and the
corporation shall not participate in, or intervene in (including the publishing or distribution
of statements) any political campaign on behalf of (or in opposition to) any candidate for

~ public office.

c. Notwithstanding any other provisions of these articles, the corporation shall not carry on
-~/ any other activities not permitted to be carried on (a) by a corporation exempt from
Federal income tax under Section 501(c)(3) of the Internal Revenue Code of 1986 (or the
corresponding provision of any future United States Internal Revenue Law)or(b) bya
corporation, contributions to which are deductible under Section 170(c)(2) of the Internal
“Revenue Code of 1988 (or the corresponding provision of any future United States
Internal Revenue Law).

d. Upon dissolution of the corporation, the Board of Directors shall, after paying or making
~ provision for the payment of all of the liabilities of the corporation, dispose of all of the
assets of the corporation exclusively for the purposes of the corporation in such manner,
or to such organization or organizations organized and operated exclusively for charitable,
educational, religious, or scientific purposes as shall at the time qualify as an exempt

. organization or organizations under Section 501(c)(3) of the Internal Revenue Code of
1986 (or the corresponding provision of any future United States Internal Revenue Law),

. as the Board of Directors shall determine. Any such assets not so disposed of shall be
disposed of by the Circuit Court of the county in which the principal office of the
corporation is then located, exclusively for such purposes or to such organizations, as said
Court shall determine, which are organized and operated exclusively for such purposes.




Medical Library Association

Philadelphia Regional Chapter
Officers, 1951-present

	1951-52:
	Chairman:
	Margaret Palmer

	
	Vice-Chairman:
	Elliott Morse*

	
	Secretary/Treasurer:
	Lucy Finkel

	
	
	

	1952-53:
	Chairman:
	Elliott Morse*

	
	Vice-Chairman:
	Elizabeth Johnson

	
	Secretary/Treasurer:
	Minerva Dunning*

	
	
	

	1953-54
	Chairman:
	Elizabeth Johnson

	
	Vice-Chairman:
	Betty Feeney

	
	Secretary/Treasurer:
	Ruth Yarger Diamond

	
	
	

	1954-55:
	Chairman:
	Betty Feeney

	
	Vice-Chairman:
	Lucy F. Cooke*

	
	Secretary/Treasurer:
	Hazel Collier

	
	
	

	1955-56:
	Chairman:
	Lucy F. Cooke*

	
	Vice-Chairman:
	Muriel Hodge

	
	Secretary/Treasurer:
	James L. Olsen

	
	
	

	1956-57:
	Chairman:
	Muriel Hodge

	
	Vice-Chairman:
	Charlotte Coffman*

	
	Secretary/Treasurer:
	Adeline Redheffer

	
	
	

	1957-58:
	Chairman:
	Charlotte Coffman*

	
	Vice-Chairman:
	Liselotte Bendix

	
	Secretary/Treasurer:
	Katherine E. Veigel

	
	
	

	1958-59:
	Chairman:
	Liselotte Bendix

	
	Vice- Chairman:
	Robert T. Lentz

	
	Secretary/Treasurer:
	Pauline G. Johnston

	
	
	

	1959-60:
	Chairman:
	Robert T.Lentz

	
	Vice-Chairman:
	Ida J. Draeger*

	
	Secretary/Treasurer:
	Ruby Horwood

	
	
	

	1960-61 :
	Chairman:
	Ida J. Draeger*

	
	Vice- Chairman:
	Ruby Horwood

	
	Secretary/Treasurer:
	Ann Ludovici*

	
	
	

	1961-62:
	Chairman:
	Ruby Horwood

	
	Vice-Chairman:
	Samuel A Davis

	
	Secretary/Treasurer:
	Suzanne Cross

	
	
	

	1962-63:
	Chairman:
	Samuel A Davis

	
	Vice-Chairman:
	Jacqueline Bastille

	
	Secretary/Treasurer:
	Elizabeth Thorp

	
	
	

	1963-64:
	Chairman:
	Jacqueline Bastille

	
	Vice-Chairman:
	Lois J. Lehman

	
	Secretary/Treasurer:
	Janet Oswald

	
	
	

	1964-65:
	Chairman:
	Lois J. Lehman

	
	Vice-Chairman:
	K. Bernice Odorn

	
	Secretary/Treasurer:
	Nancy Whitten

	
	
	

	1965-66:
	Chairman:
	K. Bernice Odorn

	
	Vice-Chairman:
	Pauline Johnston

	
	Secretary:
	Ann Woodward

	
	Treasurer:
	Nancy ‘Whitten

	
	
	

	1966-67:
	Chairman:
	Pauline Johnston

	
	Vice-Chairman:
	Arlene North

	
	Secretary:
	Ann Woodward

	
	Treasurer:
	Ann Ludovici*

	
	
	

	1967-68:
	Chairman:
	Arlene North

	
	Vice-Chairman:
	Esther Israel

	
	Secretary:
	Virginia E. Lampson

	
	Treasurer:
	Ann Ludovici*

	
	
	

	1968-69:
	Chairman:
	Helen Lake

	
	Vice-Chairman:
	Lisabeth Holloway

	
	Secretary:
	Virginia E. Lampson

	
	Treasurer:
	Lillian Bryant

	
	
	

	1969-70:
	Chairman:
	Lisabeth Holloway

	
	Vice- Chairman:
	Caroline Morris

	
	Secretary:
	Marie Norton

	
	Treasurer:
	Lillian Bryant *

	
	
	

	1970-71:
	Chairman:
	Caroline Morris

	
	Vice-Chairman:
	Barbara Williams

	
	Secretary:
	Marie Norton

	
	Treasurer:
	Lillian Bryant

	
	
	

	1971-72:
	Chairman:
	Barbara Williams

	
	Vice-Chairman:
	Marie Norton

	
	Secretary:
	Maureen Smith

	
	Treasurer:
	Lillian Buxbaum

	
	
	

	1972-73:
	Chairman:
	Marie Norton

	
	Vice-Chairman:
	Jerome Rauch

	
	Secretary:
	Maureen Smith

	
	Treasurer:
	Lillian Buxbaum/Henry Armistead

	
	
	

	1973-74:
	Chairman:
	Jerome Rauch

	
	Vice-President:
	Jackie Rustigian

	
	Secretary:
	Marie Tucker

	
	Treasurer:
	Henry Armistead

	
	
	

	1974-75:
	President:
	Ruby Horwood

	
	Vice-President:
	John Timour

	
	Secretary:
	Marie Tucker

	
	Treasurer:
	Henry Annistead

	
	
	

	1975-76:
	President:
	John Timour

	
	Vice-President:
	Carol H. Fenichel

	
	Secretary:
	Bruce Harvey

	
	Treasurer:
	Nancy Calabretta

	
	
	

	1976-77:
	President:
	Carol H. Fenichel

	
	Vice- President:
	Helen St. Clair

	
	Secretary:
	Nancy Calabretta

	
	Treasurer:
	Bruce Harvey

	
	
	

	1977-78:
	President:
	Helen St. Clair

	
	Vice-President:
	Helen Lake

	
	Secretary:
	Bruce Harvey/Alice Mackov

	
	Treasurer:
	Valerie A Pena

	
	
	

	1978-79:
	President:
	Caroline Morris

	
	Vice- President:
	JoAnn King

	
	Secretary:
	Valerie A Pena

	
	Treasurer:
	Judith Delbaum

	
	
	

	1979-80:
	President:
	JoAnn King

	
	Vice-President:
	Beatrice Davis

	
	Secretary:
	Judith Delbaum

	
	Treasurer:
	Karen Adelman/Rosalinda Ross

	
	
	

	1980-81:
	President:
	Beatrice Davis

	
	Vice-President:
	Diane M. Farney*

	
	Secretary:
	Rosalinda Ross

	
	Treasurer:
	Michael Rissinger

	
	
	

	1981-82:
	President:
	Diane M. Farney*

	
	Vice-President:
	Elizabeth R Warner

	
	Secretary:
	Alice Mackov

	
	Treasurer:
	Michael Rissinger

	
	
	

	1982-83:
	President:
	Elizabeth R. Warner

	
	Vice-President:
	James E. Bobick

	
	Secretary:
	Alice Mackov

	
	Treasurer:
	Sherry L. Montgomery

	
	
	

	1983-84:
	President:
	James E. Bobick

	
	Vice-President:
	Helen J. Hohman

	
	Secretary:
	Etheldra Templeton

	
	Treasurer:
	Sherry L. Montgomery

	
	
	

	1984-85:
	President:
	Helen J. Hohman

	
	Vice-President:
	Sara Richardson

	
	Secretary:
	Etheldra Templeton

	
	Treasurer:
	Robert Lee*

	
	
	

	1985-86:
	President:
	Sara Richardson

	
	Vice-President:
	Linda C. Stanley

	
	Secretary:
	Margaret G. Fallis/Judith Baker

	
	Treasurer:
	Robert Lee*

	
	
	

	1986-87:
	President:
	Linda C. Stanley

	
	Vice-President:
	Sherry L Montgomery

	
	Secretary:
	Dianne E. Rose

	
	Treasurer:
	Margaret Devlin

	
	
	

	1987-88:
	President:
	Sherry L. Montgomery

	
	Vice- President:
	Kathy Ahrens

	
	Secretary:
	Dianne E. Rose

	
	Treasurer:
	Margaret Devlin

	
	
	

	1988-89:
	President:
	Kathy Ahrens

	
	Vice-President:
	Ann S. Nista

	
	Secretary:
	Dianne E. Rose

	
	Treasurer:
	Nancy B. Rainey

	
	
	

	1989-90:
	President:
	Ann S. Nista

	
	Vice- President:
	Margaret Devlin

	
	Secretary:
	Diana Zinnato

	
	Treasurer:
	Nancy B. Rainey

	
	
	

	1990-91:
	President:
	Margaret Devlin

	
	Vice-President:
	Andrea Kenyon

	
	Secretary:
	Diana Zinnato

	
	Treasurer:
	Marion C. Chayes

	
	
	

	1991-92:
	President:
	Andrea Kenyon

	
	Vice-President:
	Barbara Casini

	
	Secretary:
	Jo-Ann Babish

	
	Treasurer:
	Marion C. Chayes

	
	
	

	1992-93:
	President:
	Barbara Casini

	
	Vice-President:
	Mignon Adams

	
	Secretary:
	Jo-Ann Babish

	
	Treasurer:
	Judy Donovan

	
	
	

	1993-94:
	President:
	Mignon Adams

	
	Vice-President:
	Diane G. Wolf

	
	Secretary:
	Esther Dell

	
	Treasurer:
	Judy Donovan

	
	
	

	1994-95:
	Chairperson:
	Diane G. Wolf

	
	Chairperson-Elect
	Marjorie M. Smink

	
	Secretary:
	Esther Dell

	
	Treasurer:
	Sara Richardson

	
	
	

	1995-96
	Chairperson:
	Marjorie M. Smink

	
	Chairperson-Elect:
	Marion C. Chayes

	
	Secretary:
	Janet C. Clinton

	
	Treasurer:
	Sara Richardson

	
	
	

	1996-97
	Chairperson:
	Marion C. Chayes

	
	Chairperson- Elect:
	Patricia Wilson

	
	Secretary:
	Janet C. Clinton

	
	Treasurer:
	Miranda D. Scott

	
	
	

	1997-98
	Chairperson:
	Patricia Wilson

	
	Chairperson-Elect:
	Valerie Pena

	
	Secretary:
	Ann Laliotes

	
	Treasurer:
	Miranda D. Scott

	
	
	

	1998-99
	Chairperson:
	Valerie Pena

	
	Chairperson- Elect:
	Patricia Insetta-Rath

	
	Secretary:
	Ann Laliotes

	
	Treasurer:
	Barbara Shearer

	
	
	

	1999-2000
	Chairperson:
	Patricia Insetta Rath

	
	Chairperson-Elect:
	Anne Seymour

	
	Secretary:
	Mary McCann

	
	Treasurer:
	Barbara Shearer

	
	
	

	2000-2001
	Chairperson:
	Anne Seymour

	
	Chairperson-Elect:
	Patricia Heller

	
	Secretary:
	Mary McCann

	
	Treasurer:
	Linda Katz

	
	
	

	2001-2002
	Chairperson:
	Patricia Heller

	
	Chairperson-Elect:
	Eric Delozier

	
	Secretary:
	Barbara Shearer/Bradley A. Long

	
	Treasurer:
	Linda Katz

	
	
	

	2002-2003
	Chairperson:
	Eric Delozier

	
	Chairperson-Elect:
	Nina Long

	
	Secretary:
	Bradley A. Long

	
	Treasurer:
	Linda Katz

	
	
	

	2003-2004
	Chairperson
	Bradley Long

	
	Chairperson-Elect
	Lenore Hardy

	
	Secretary
	Melanie Cedrone

	
	Treasure:
	Stephanie Ferretti


Award Recipients

Chapter Achievement Award (1987-)

Helen St. Clair (1987)

John Timour (1988)

Sara Richardson (1989)

Linda C. Stanley (1990)

Gail P. Gill (1991)

June H. Fulton (1992)

Nancy Calabretta (1994)

Elizabeth R. Warner (1994)

Andrea Kenyon (1995)

Barbara Palmer Casini (1996)

Diane Wolf (1997)

JoAnn Babish (1998)

Diane Farney (1999)*

Marjorie Smink (2000)

Marion Chayes (2001)

Barbara Shearer (2002)

Cheryl Capitani (2002)

Anne Seymour (2002)

Linda Katz (2003)

Karen Albert (2004)

Grant Program for Professional Develpment (1988-)

Cheryl Capitani (1989)

Nina Long (1989)

Mark Allen-Taylor (1991)

Sharon Lezotte (1997)

Cheryl Capitani (1998)

Nina Galpern (2002)

Jannette Pierce (2003)

Rachel Resnick (2004)

Honorary Life Membership (1950s-)

Elliott Morse (1985)*

Robert T. Lentz (1985)

Jean Antes (1986)

John Timour (1988)

Karen Albert (2001)

Sara Richardson (1998)

Marjorie Smink (2004)

Certificate of Appreciate

Diane Farny (1988)*

June Fulton (1988) 

Judith M. Baker (1989) 

M. Sandra Wood (1990) 

Karen M. Albert (1992) 

Barbara J. Williams (1992) 

Marion Schaner (1993) 

Roderick McNeil (1993)

Margaret Devlin (1994) 

Barbara Palmer Casini (1995) 

Barbara Bernoff Cavanaugh (1995) 

Linda M.G. Katz (1996) 

Dianne Rose (1997)

Frank Campbell (1997) 

Local Arrangements Committee (1998) 

Janet Clinton (1999) 

M. Sandra Wood (1999) 

Eric P. Delozier (2000) 

Elizabeth R. Warner (2000) 

Judith Baker (2001) 

Joan McKenzie (2001) 

Carlos Rodriguez (2002) 

Nancy Calabretta (2002) 

Christine C. Chastain-Warheit (2002) 

Marion C. Chayes (2002) 

Sharon Easterby-Gannett (2002) 

Bradley A. Long (2002) 

Diane G. Wolf (2002)

Kevin R. Block (2003)

Karen M. Albert (2003

Joan McKenzie (2003)

Anne Seymour (2004)

Robert Preston Lee Memorial Award
Carol Fenichel (1992) 

Health Sciences Libraries Consortium (1994) 

Joyce Post (1995) 

Liz Mikita (1996) 

Margaret Devlin (1997)
Beatrice Davis Education Award (1987-)

Debbie Stewart (1990)

Debra DiMario (1990)

Ellen Davis (1992)

Heidi Sue Adams (1995)

Cynthia Nicotera (1995)

Melissa Butka (1997)

Leslie Pope (1998)

Wendy Solm 1999)

Christine Koehler (2000)

Karen Lee Olson (2002)

Rebecca Rishar (2004)
Randy Brenner Consumer Health Award (2004-)

Barbara Henry (2004)
II. IMPORTANT DATES AND DEADLINES
	July
	Chairperson sends Directory information form to MLA, Inc. Headquarters.

Joint meeting of incoming & outgoing members of the Chapter Board of Directors is held.

Chairperson submits Chapter objectives to the MILA, Inc. Headquarters.*

Prospective Chapter committee members are reviewed and approved by the Board of Directors.

	November
	Mid-Winter Report is sent to MLA, Inc. Headquarters.* Membership brochure and application forms are mailed.

	February
	Chairperson calls officers and committee chairs whose terms are coming to an end and asks how else they would like to serve the Chapter.
Election slate is finalized (may be done in March if Annual Meeting to be held in May).

	March
	Annual Report is sent to the MLA, Inc. Headquarters.* Chapter election ballots are mailed thirty days prior to Annual Meeting.

	April/May
	Chapter Annual Meeting is held.

	May
	Chapter Committee application appears in Spring issue of The Chronicle.

Chairperson-Elect begins to identify Chapter members who are interested in filling Chapter Committee Chair vacancies occurring at the conclusion of the MLA, Inc. Annual Meeting.

MLA, Inc. Annual Meeting is held.

New Chapter officers and committee chairs assume their responsibilities.

	June
	Chapter committee chairs select committee members. Chapter objectives are formulated by Chairperson.

	*
	Deadline for material to be sent to the MLA, Inc. Headquarters may change from time to time.


III. THE MEDICAL LIBRARY ASSOCIATION, INC. STRUCTURE

MLA Structure

The Medical Library Association is a professional organization of individuals and institutions in the field of health sciences librarianship.  The purposes of the Associations include:  fostering the professional growth of its members; setting standards of professional practice; promoting quality service; and providing leadership in solving problems in health information delivery.

The activities of the Association fall into broad program areas that derive from its mission and are continuously reviewed by the board in its planning role.  All of the Association’s many components – general membership, sections and chapters, committees – standing and ad hoc –Board liaisons, Board of Directors, Executive Director, and headquarters program staff – contribute in some way to the total program activity.

This information concerning the MLA, Inc. structure and the relationship of the Chapters to MLA, Inc. is excerpted from the 2004/05 Chapter Chair’s Manual <http://www.chaptercouncil.mlanet.org/manuals/ChapterChairManual2004.pdf>.

Chapters and Their Relationship to the MLA, Inc.

Fourteen geographic groups, defined as chapters, are currently affiliated with MLA (See MLA Bylaws Article XI, “Chapters and Sections of the Associations”):


Hawaii-Pacific


Mid-Atlantic


Midcontinental


Midwest


New York/New Jersey


North Atlantic Health Sciences Libraries


Northern California and Nevada Medical Library Group


Pacific Northwest


Philadelphia Regional


Pittsburgh


South Central


Southern


Medical Library Group of Southern California and Arizona


Upstate New York and Ontario

The legal relationship among chapters and MLA is defined by the Association’s bylaws, history and culture.  While it is the practice of chapters and MLA to work together and be closely affiliated; from a legal perspective chapters are separate entities.  In accordance with good business practice, all chapters are incorporated effective April 1995.  Incorporation shields chapter members from personal liability for chapter obligations and MLA from liabilities, should the chapter become involved in legal action.

Chapter membership is open to both members of MLA and to other interested health science librarians and information specialists.

Chapters may file individually for tax-exempt status.  Many chapters have filed for federal or state tax exemption.

Chapters may obtain general liability and professional liability (Director and Officer) insurance through MLA.

Chapter Council

Chapter Council is one of two councils serving in an advisory capacity to the Board of Directors of the Association. Chapter Council promotes interchange between chapters, and, together with its counterpart, Section Council, promotes interchange between sections and chapters. Chapter Council receives recommendations from individual chapters and considers them for approval or disapproval. Approved recommendations are forwarded to the Board of Directors; those not approved are referred back to the originating chapter. Chapter Council provides an opportunity for chapters to participate more directly in the governance of the Association through representation of their interests at the Board level. Council also enables chapters to better define their role and function within the Association through participation in a coordinated, unified representative body. Chapter Council is composed of one representative and one alternate from each chapter who shall be a Regular Member or Fellow of the Association, elected in accordance with the bylaws of that chapter. Representatives and alternates to the Chapter Council shall be elected for a three year term. Chapter Council elects its own officers and has its own committees to carry out its work.

Activities

Chapters constitute a vital part of the activity in each program area of the Association, and set regional goals and objectives to accomplish a wide variety of functions.  Chapters also receive benefits from being affiliated with MLA.

Chapter activities encompass the broad range of Association purposes.  A chapter’s bylaws define the broad outline of the chapter’s activities.  The bylaws of existing chapters and revisions of these bylaws must be examined by the Association’s Bylaws Committee to determine whether they are in conformity with Association bylaws.  Follow the “Procedures for Submission of Bylaws Revision by Chapters and Sections.” The MLA Bylaws Committee has developed a set of model bylaws to serve as a guide for chapters when developing bylaws or submitting bylaws changes.  The only portions that are mandated are those which are taken from the MLA bylaws proper, as indicated with article and section numbers.

Chapter Chair

The chapter chair is the presiding officer of the chapter and is responsible for the following areas:

The general organization of chapter work including the formulation of objectives.

Communication of chapter activities and actions to the Chapter Council Representative, Chapter Council Chair, and other chapters as appropriate.

Establishment of a timetable for the chapter.

Preparation of midwinter and annual reports.

Relationship to Headquarters Program Staff


The professional development department provides materials for regionally sponsored MLA continuing education courses.  This department, along with the MLA Continuing Education Committee and Subcommittees, also provides information and consultation in the design, development and provision of continuing education course opportunities, and grants MLA CE credit for approved educational programs.


The business office can generate custom MLA membership lists for chapters on request.


The headquarters staff responds to information requests concerning Association policies, procedures, and planning.  The chapter chair should feel free to contact the MLA Executive Director at any time with questions or concerns related to any MLA policy, activity or program.

Relationship to MLA Committees


Chapter committees should maintain close liaison with Association committees and conform to Association standards and policies where national matters are concerned.


The Governmental Relations Committee supports a network whose major nodes are chapter legislation committee chairs.  The chairs of chapter governmental relations committees serve as non-voting members of this MLA committee.  


The MLA Membership Committee, including one member from each chapter, promotes membership in the Association.  The MLA Membership Core Committee includes a member from Chapter Council as liaison between Chapter Council and the MLA Membership Committee.


The MLA Continuing Education Committee includes a member from Chapter Council as liaison to chapters on all aspects of the development and provision of continuing education opportunities.  A Chapter Council committee supports the liaison in the expanded communications with chapters through the chapter CE committee chairs.


The MLA Credentialing Committee includes a member from Chapter Council as liaison to Chapter Council and chapters on all aspects of the Academy of Health Information Professionals (AHIP) and credentialing.

Dues


Chapters may establish dues to support their activities provided they do not exceed Association membership dues for a regular member.

Objectives

Chapter Chairs are asked to formulate objectives for the coming year’s activities.  In formulating these objectives, the chair should consider chapter objectives which support the goals and objectives of MLA’s Strategic Plan, as well as the annual priorities of the Association.

Requests and guidelines for objectives are sent by the Executive Director’s office and are due:  

*****(1) for those chapters with spring meetings, by July 1 or 

*****(2) for those chapters with fall annual meetings, by one month after the annual meeting.

Reports

Chapters communicate with the Chapter Council and the MLA Board through midyear and annual progress reports.  The reports should track to the chapter’s objectives. The midyear report is due in early December, for the winter board meeting.  The date varies upon the date of the board meeting. The annual report is due in early March.

Originals of both reports should be sent to the Executive Director’s office for distribution to the Board in the case of the midwinter report, and as camera-ready copy in the case of the annual report for incorporation into the Annual Report.  Copies of the report should also be sent to the Chapter Council Chair and Representative, and submitted with the chapter’s Declaration of Compliance, if and when compliance is required again.

Guidelines for preparation of reports will be distributed by the Executive Director’s office at least 30 days prior to the deadline.  All reports should follow the prescribed format.

Motions

Requests for action by the Board should be submitted by the Chapter Council Representative in the form of a motion to the Chapter Council.  Council receives recommendations from individual chapters; considers for approval or disapproval; and forwards approved recommendations to the board.  Recommendations not approved are referred back to the originating chapter.

Compliance Declaration

Chapter Compliance is no longer a formal process.  The process was removed

from the Special Rules of Order because the manner in which it was written made

it difficult to enforce.  All Chapters had 50% or more of their members as MLA

members when the last compliance was conducted in 2000.  MLA Headquarters

conducted this last compliance in 2000 by chapters sending their membership lists

to MLA Headquarters.  MLA will continue to monitor chapter memberships to

determine if compliance is a process which needs to be reinstated.

The following paragraphs which address compliance are left in the manual for historical purposes and also as guidelines in the event compliance is required in the future.

The purpose of the Declaration of Chapter Compliance is to monitor chapters’ continued eligibility for recognition as units of the Association.  Chapters must maintain a member ship of MLA voting members equal to one-half of the Association’s voting members within the chapter’s boundaries.  (See MLA Bylaws Special Rules of Order, #5, “Continued Recognition of Chapters and Sections.”)  In addition, officers of chapters must be regular members or fellows of the Association and chairs of chapter committees must be regular members, representatives of institutional members, or fellows of the Association.  (See MLA Bylaws Article XI, Section 5, “Officers and Committee Chair.”)

A chapter which fails to meet compliance standards for three consecutive years may be subject to Board action concerning its chapter status.

Chapters are required to complete the Declaration in even-numbered years, i.e., 1990, 1992, and so on.  A chapter which is out of compliance in a survey year will also be required to complete the Declaration for the preceding year and for the following year.

The Chapter Council Compliance and Formation Committee will arrange for MLA Headquarters to provide annual lists of MLA voting members by chapter.  These lists will be distributed to chapters via their Council Representatives.  In survey years, a chapter will use its list to complete item #4 of the Declaration.  In non-survey years, a chapter should retain its list until the following year’s Declaration shows it to be in compliance.

Lists, forms, and instructions will be sent to Council Representatives at least 45 days prior to the survey deadline (typically April 1).  The Representative will work with appropriate chapter committees and officers to complete the Declaration.  Results of the survey will be shared with all chapters.

Petition to Establish New Chapter

Petitions to establish a new chapter and/or alter the geographic area of an existing chapter must be submitted to the Chapter Council.  The Chapter Council will consider each petition and forward to the board with recommendations for action. 

MLA Board and Officer Travel to Chapter Meetings

In an effort to maintain communication between the chapters and MLA, the MLA Board of Directors allocates funds for travel reimbursement, up to a specified amount, to be available to each chapter that wishes to invite the President, President-Elect, Immediate Past President, members of the Board of Directors, or the Executive Director to its chapter meetings.  Invitations (with a copy to the Chapter Council Chair) should be made directly with the individual Board member by the Chapter Chair or Chapter Council Representative as early as possible in each calendar year or several months prior to the chapter meeting involved, which ever is more appropriate.  (For guidelines and specified amounts, see Appendix 6.8 –MLA Guidelines for Board and Officer Travel to Chapter Meetings.)

Potential Nominees to MLA Nominating Committee

Each chapter may submit to the Chapter Council the name of one regular member or fellow of the Association, chosen in accordance with chapter bylaws, as a potential candidate for membership on the MLA Nominating Committee.  From the potential nominees submitted by each chapter, the Chapter Council at its final assembly at the MLA Annual Meeting selects six candidates (MLA Bylaws Article V, Section 2B).  These are included, along with six candidates selected by the Section Council and six candidates selected by the Board of Directors, on the MLA election ballot.  From the eighteen potential candidates, nine are elected, by the MLA membership, to serve on the MLA Nominating Committee.  The Nominating Committee, one of the Association’s most important committees, nominates the candidates for President-Elect and the Board of Directors.

In selecting your chapter’s nominee to the MLA Nominating Committee, you may wish to consider candidates who have established national reputations.  These are the candidates who are most likely to be elected by the MLA membership to serve on the Nominating Committee.

Names and completed biographical forms of potential candidates should be sent to the Council Representative no later than 30 days before the Annual Meeting with a copy to the Chapter Council Chair.  The Chapter Council Representative is responsible for submitting the name and documentation to the Chapter Council Elections Committee.

Chapter Directory Information

MLA headquarters sends to the Chapter Chair a chapter information form in June for the purpose of updating the Directory.  All information should be typed and the completed form returned to MLA headquarters by the stated deadline with an informational copy to the Chapter Council Chair (Illustration 7.5).

Correspondence and Documentation

Documents and reports, as well as substantive correspondence which relates to Association policy are retained at headquarters and may be sent to the Archives for permanent retention. It is  important that Chapter Chairs submit copies of substantive correspondence and documentation to the Executive Director’s office for retention or archival purposes.  Copies should also be sent to the Chapter Council Chair and the MLA President and President-Elect.  Documents and correspondence which should be sent will include but not necessarily be limited to:

a.
Correspondence which relates to Association policy.

b.
Minutes of Business Meetings.

c.
Programs of Annual Meetings.

d.
Chapter Procedures Manuals.  (These need be sent only to the Executive Director’s office and the Chapter Council Chair.)

e.
Chapter newsletters.

News

Chapters wishing to send information for publication in the MLA News should plan items in conjunction with the Council Representative.  The Chapter Council Representative will discuss the item with the editor of the Chapter Column; this should be done as soon as possible.  The Representative will send the final copy to the editor of the Chapter Column by the 12th of the month.  It will be published in the issue dated a month and a half later.

Chapter Membership Fact Sheet

A Chapter Membership Fact Sheet is included with the annual MLA dues invoice.  It is designed to promote membership in MLA’s chapters.  The fact sheet is updated in July of each year.  All revisions should be given to your Chapter Council Representative.

Official Statements

It is important that chapters do not speak for the Association in an official policy-making capacity unless clearly authorized to do so by the Board of Directors.  Chapters may make recommendations to Chapter Council regarding Association policies or actions.

Meeting Arrangements

Individual or joint chapter meetings may be held at any time during the year and in any place convenient for chapter members.  Several chapters have held joint meetings with other organizations as well.
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IV. MLA-PHIL BYLAWS

Bylaws of the Philadephia Regional Chapter, Inc.
A Chapter of the Medical Library Association, Inc.

ARTICLE I. NAME AND BOUNDARIES

§1. Name 

The name of this organization shall be the Philadelphia Regional Chapter, Inc., a Chapter of the Medical Library Association, Inc. hereafter in these bylaws called the Chapter. 

§2. Boundaries 

The boundaries of the Chapter shall be the State of Delaware and that portion of the State of Pennsylvania bounded by the Delaware River to the east, the New York State border on the north, the State of Maryland to the south and to the west, the eastern border of the counties of Bedford, Blair, Centre, Clinton, and Potter. 

ARTICLE II. PURPOSE

The purpose of this organization shall be to promote health sciences libraries by fostering the educational and professional growth of health sciences librarians and information specialists in the Philadelphia region. 

ARTICLE III. MEMBERSHIP

§1. Members 

Membership shall be open to all persons who are actively engaged or interested in the work carried on in libraries or information centers serving medicine and allied scientific fields. Both members and nonmembers of the Medical Library Association, Inc. may belong to this Chapter. 

§2. Rights & Privileges 

Members in good standing shall be eligible to vote, to hold office and to serve on committees as stipulated in these Bylaws, except that only Voting Members of the Medical Library Association shall be qualified to move or to vote on recommendations to the Chapter Council regarding MLA policies or actions, or to vote on the selection of the Chapter's Representative and Alternate Representative to the Chapter Council. Honorary Chapter membership may be conferred at the discretion of the Chapter Board of Directors. 

§3. Dues 

Annual dues shall be assessed in an amount recommended by the Board of Directors and approved by a majority of the membership present and eligible to vote at the Annual Meeting of the Chapter. Chapter dues may not exceed MLA membership dues for Regular Members. 

The membership and the fiscal year shall be the calendar year. Dues shall be assessed on an annual basis. If annual dues are not paid by February 15, membership in the Chapter shall lapse and the member shall no longer receive any of the rights and privileges of membership. 

Members of the Chapter who are elected Fellows of the MLA, Inc., or those on whom the Chapter has conferred Honorary membership shall be exempt from paying Chapter dues. 

ARTICLE IV. OFFICERS

§1. Officers 

Elective officers of the organization shall be a Chairperson, a Chairperson-Elect, a Secretary, a Treasurer, a Representative to the Chapter Council, and an Alternate Representative to the Chapter Council. The Immediate Past-Chairperson also serves as an officer. 

Officers shall be Voting members of the Medical Library Association, Inc. and members of the Philadelphia Regional Chapter, MLA. 

§2. Terms of Office 

The term of office of the Chairperson shall be one year as Chairperson-Elect and one year as Chairperson, and one year as Immediate Past-Chairperson. No one may serve more than one successive term as Chairperson-Elect, Chairperson, Immediate Past-Chairperson. 

The term of office of the Secretary shall be two years. An individual may not serve more than one successive term as Secretary. 

The term of office of the Treasurer shall be two years. An individual may not serve more than one successive term as Treasurer. 

The term of office of the Representative to the Chapter Council shall be three years, except that if the Representative's term be made shorter by action of the Council or the Bylaws of the Medical Library Association, the term will coincide with that action. 

The term of office of the Alternate Representative to the Chapter Council shall be the same as that of the Representative. 

Elected officers shall take office at the close of the MLA Annual Meeting following their election and serve, unless they resign, die, become incapacitated, or are removed, until the close of the MLA Annual Meeting at the end of their terms of office or until their successors are elected and assume their duties. 

§3. Duties 

The duties of the Chairperson shall be to preside over all meetings and to represent the Chapter at all times and on all occasions not in conflict with any other officer's defined duties and responsibilities, to serve as chief executive officer of the Chapter, to have general supervision and control of its affairs, to recommend to the Board such measures as are considered desirable to further the objectives and broaden the effectiveness of the Chapter, to submit an Annual Report to MLA Headquarters by the date requested and to perform all other duties prescribed by these Bylaws and by the parliamentary authority adopted by the Chapter. 

The duties of the Chairperson-Elect shall be to serve as Chairperson whenever the Chairperson is not able to do so, to assist the Chairperson in the performance of her/his duties, to serve as Chair of the Program Committee and to perform all other duties prescribed by these Bylaws and by the parliamentary authority adopted by the Chapter. 

The duties of the Immediate Past-Chairperson shall be to serve as Chair of the Nominating Committee, and to perform all other duties prescribed by these Bylaws and by the parliamentary authority adopted by the Chapter. 

The duties of the Secretary shall be to be responsible for incoming and outgoing correspondence, to prepare minutes of all meetings of the Chapter, the Executive Committee and the Board of Directors, and to perform all other duties prescribed by these Bylaws and by the parliamentary authority adopted by the Chapter. 

The duties of the Treasurer shall be to receive and account for all monies due the Chapter, to report on Chapter finances at all Executive Board and Chapter meetings, to report to the members on the financial status of the Chapter at the Annual meeting and to perform all other duties prescribed by these Bylaws and by the parliamentary authority adopted by the Chapter. 

The duties of the Representative to the Chapter Council shall be to represent the Chapter on the MLA Chapter Council by attending the meetings of the Council, to transmit to the Council recommendations that have been approved by the Chapter, to communicate Council business to the officers and membership of the Chapter and to perform other duties as the Chapter Chairperson or MLA Chapter Council Chairperson may assign. 

The duties of the Alternate Representative to the Chapter Council shall be to attend the meetings of the Chapter Council, to serve as Representative whenever the Representative is unable to do so, to assume the office of Representative and serve out the unexpired term should the Representative become unable to complete the term of office, and to perform other duties as the Chapter Chairperson may assign. 

§4. Vacancies 

A vacancy arising in the office of Chairperson shall be filled by the Chairperson-Elect, who shall cease to be Chairperson-Elect, shall serve out the unexpired term of the Chairperson, and shall continue as Chairperson for the full succeeding term to which elected. A new Chairperson-Elect shall be elected by the Chapter to fill out the unexpired term of the Chairperson-Elect. 

A vacancy arising in the office of Representative to the Chapter Council shall be filled by the Alternate Representative, who shall cease to be Alternate Representative, and shall serve out the unexpired term of the Representative. A new Alternate Representative shall be elected by the Chapter. 

A vacancy arising in any other elected office shall be filled by the Executive Committee in consultation with the Nominating Committee. The person filling the vacancy shall serve for the duration of the unexpired term and may be considered for reelection. 

A vacancy arising in any appointed office or committee chair of the Board of Directors shall be filled by a majority vote of the remaining members. 

ARTICLE V. BOARD OF DIRECTORS AND EXECUTIVE COMMITTEE

§1. Board of Directors 

The Board of Directors shall consist of the Chairperson, the Chairperson-Elect, the Immediate Past- Chairperson, the Secretary, the Treasurer, the Representative and Alternate Representative to the Chapter Council, the chair of each standing committee, and the Parliamentarian. 

§2. Duties 

The Board of Directors shall have general supervision of the Chapter's affairs between its meetings, including the power and authority to manage the Chapter's property, to regulate and govern its affairs, to fix time and place of meetings, and to select a potential candidate for membership for the MLA Nominating Committee, whose name shall be submitted to the Chapter Council before its final assembly at the MLA Annual Meeting. The potential candidate for the MLA Nominating Committee shall be a Voting Member of the Medical Library Association. No one shall serve on the MLA Nominating Committee as a voting member for more than one term during a period of five years. The Board of Directors shall perform other duties as are specified in these Bylaws and by the parliamentary authority adopted by this Chapter. 

§3. Executive Committee 

The Executive Committee of the Board of Directors shall consist of the elected officers of this Chapter. The Executive Committee shall take action delegated to it by the Board between regularly scheduled Board meetings, except that the Executive Committee may not modify any action taken by the Board. The Executive Committee shall serve on the Board's behalf in unforeseen circumstances. All transactions of this Committee shall be reported and reviewed at the next regularly scheduled Board of Directors meeting. Meetings shall be held upon call of the Chairperson or upon request of any three members of the Executive Committee. Four members of the Executive Committee shall constitute a quorum. 

ARTICLE VI. MEETINGS

§1. Schedule of Meetings 

At least two meetings of the Chapter shall be held each year, one in the fall and one in the spring. The spring meeting shall be the Annual Meeting, at which the business of the Chapter shall be conducted. Additional meetings may be held at the discretion of the Board of Directors. None of the meetings shall conflict in time with a meeting of the Medical Library Association, Inc. 

§2. Notification 

Written notice of meetings shall be sent to each member at least thirty (30) days before the meeting. 

§3. Quorum 

A quorum for the transaction of business at Chapter meetings shall be 35 voting members of the Chapter. 

ARTICLE VII. STANDING AND SPECIAL COMMITTEES

§1. Committee Chairs 

Chairs of committees shall be voting members of the MLA, Inc. and members of the Philadelphia Regional Chapter, MLA. 

§2. Standing Committees 

Standing committees of this Chapter shall consist of the Membership Committee, Program Committee, Nominating Committee, Bylaws Committee, Education and Credentialing Committee, Government Relations Committee, Archives Committee and the Communications Committee. Other standing committees may be established by the Executive Committee of the Board subject to subsequent amendment of the Bylaws. 

§3. Special Committees 

The Chapter Chairperson may appoint such other special committees as are necessary with the advice and consent of the Board of Directors. 

§4. Appointments 

The Chairperson shall appoint the chair of each committee subject to approval by the Executive Committee, with the exception of the Chair of the Program Committee who is the Chairperson-Elect and the Chair of the Nominating Committee who is the Immediate Past-Chairperson. The Committee Chair shall appoint and approve committee members subject to review by the Executive Committee. A Parliamentarian may be appointed by the Chairperson to serve a one year term concurrent with that of the Chairperson. This person may be reappointed to serve additional terms. 

§5. Duties 

Each Committee Chair shall submit to the Board of Directors annually, a list of committee objectives, a report of its activities and any recommendations to be considered. The Parliamentarian shall serve as an ex-officio member of the Bylaws Committee and shall serve as the authority on proper usage of parliamentary procedure in the conduct of Chapter, Executive Committee, and Board of Directors meetings. 

ARTICLE VIII. NOMINATIONS AND ELECTIONS

§1. Nominating Committee 

A Nominating Committee consisting of three members shall be formed no later than 75 days prior to the Annual Meeting. The Immediate Past-Chairperson shall serve as the ex-officio, non-voting chair of the Nominating Committee and shall appoint the other two members subject to Board of Directors' approval. No member of the Nominating Committee may serve more than one term during a three year period. The Immediate Past-Chairperson is the only member of the Board of Directors who shall serve on the Nominating Committee. 

§2. Offices to be Filled 

The Nominating Committee shall present annually at least one nominee for each office to be filled. A Chairperson-Elect shall be elected each year. The Secretary and the Treasurer shall be elected in alternate years. The Chapter Council Representative and Alternate Representative shall be elected every third year, unless their term of office shall be made shorter by action of the Chapter Council or Bylaws of the MLA, Inc., in which case their election shall coincide with that action. 

§3. General Ballots 

Ballots shall be mailed to the membership by the Nominating Committee at least thirty (30) days prior to the Chapter's Annual Meeting, shall be returned by mail to the chair of the Nominating Committee, and shall be received no later than ten (10) days prior to the Annual Meeting. The Nominating Committee shall meet and count the ballots. Candidates shall be declared elected by a simple majority vote of the ballots returned. Where there are more than two candidates, a plurality shall elect. In case of a tie, selection from among the candidates shall be by lot. The results of the election shall be announced at the Annual Meeting. 

§4. Ballots for Chapter Council Representative 

Election of the Chapter Council Representative and Alternate Representative shall be accomplished by mail ballot sent to all members of the Philadelphia Regional Chapter, MLA who are also voting members of MLA, Inc. The ballots shall be mailed thirty (30) days prior to the Annual Meeting and shall be returned by mail to the Chair of the Nominating Committee and shall be received no later than ten (10) days prior to the Annual Meeting. Candidates shall be declared elected by a simple majority vote of the ballots returned. In case of a tie, selection from among the candidates shall be by lot. The results of the election shall be announced at the Annual Meeting. 

ARTICLE IX. PUBLICATIONS

§1. Control 

Control of all publications of the Chapter shall be vested in the Board of Directors. 

§2. Responsibility 

The Chapter shall not be responsible for the statements or opinions advanced in its publications or at meetings of the Chapter or for statements by any of its members except those authorized by the Board of Directors or those reflecting duly established policies of the Chapter or MLA, Inc. 

ARTICLE X. BYLAWS

§1 Consistency in Bylaws 

Chapter Bylaws shall not be inconsistent with MLA Bylaws. Should an inconsistency occur, MLA Bylaws shall take precedence until the inconsistency is remedied. 

§2. Amendments of Bylaws 

A. The Bylaws may be amended at any meeting of the Chapter by a two-thirds (2/3) vote of those members present, provided that the amendment(s) have been submitted in writing to the membership at least thirty (30) days prior to the meeting at which the vote shall be taken. 

B. These Bylaws and any future amendments thereto shall become effective on January 1 of the year following their adoption by the Chapter membership and the MLA, Inc. 

XI. PARLIAMENTARY AUTHORITY

The rules contained in the current edition of Robert's Rules of Order Newly Revised shall govern this Chapter in all cases to which they are applicable and in which they are not inconsistent with these Bylaws and any special rules of order the Chapter may adopt. 
Bylaws in the nature of rules of order may be suspended at any meeting of the organization by a vote of two-thirds of those members present. 

ARTICLE XII. TAX STATUS

§1. Activities 

Notwithstanding any other provision of these articles, the Chapter shall not participate in any other activities not permitted (a) by an association exempt from Federal income tax under Section 501(c)(3) of the Internal Revenue Code of 1954 b) by an association, contributions to which are deductible under Section 170(c)(3) of the Internal Revenue Code of 1954. 

§2. Dissolution of Chapter 

In the event of the dissolution of the Chapter, the Board of Directors shall, after paying or making provision for payment of all of the liabilities of the Chapter, dispose of all of the assets of the Chapter exclusively for the purposes of the Chapter in such manner, or to such organization or organizations organized and operated exclusively for charitable, educational, religious, or scientific purposes as shall at the time qualify as an exempt organization under 501(c)(3) of the Internal Revenue Code of 1954, or provisions of the U.S. Internal Revenue Law as the Board of Directors shall determine. All records pertaining to the Chapter will be turned over to the Medical Library Association, Inc. 

§3. Incorporation 

The Philadelphia Regional Chapter, Inc. of the Medical Library Association, Inc. shall be incorporated as a not-for-profit corporation. 

Revised and approved 03/24/98 
Revised and approved 05/22/96 
Revised and approved 12/94 
Revised and approved 09/93

V. LONG-RANGE PLAN

Strategic Plan

This edition of the Philadelphia Regional Chapter/MLA’s strategic plan covers the Chapter years 2000 through 2002. This document updates the Chapter’s “Long-Range Plan” which covered the years 1993-94 through 1997-98 and reflects and echoes the priorities of “The Strategic Plan of the Medical Library Association 1997-2002.” Its intent is to document and address membership needs that the Chapter recognizes as priorities, based on information from members and discussion at the August 1997 Chapter Retreat, to give direction to the Board as it designs and assigns Chapter work, yearly objectives, materials and activities.

—Adopted by the Board, February 15, 2000

Throughout the years 2000-2002, the Philadelphia Regional Chapter/MLA will focus its efforts to achieve the following goals:

Advocacy—The Philadelphia Regional Chapter/MLA advocates for the health sciences library and information professionals who are its members by carrying out any of the following:

Communicating the needs and requests of Chapter members to the Medical Library Association, especially regarding the promotion of greater recognition for our profession as a whole. For example: collaboration with the Joint Commission on the Accreditation of Healthcare Organizations and the National Library of Medicine. Responsibility: Chapter Board

Recognizing or seeking recognition for members who make significant contributions to the profession and publicizing these contributions to the broader information community, the regional health care community, and the public. Developing new mechanisms for recognizing and honoring member achievement. Responsibility: Awards Committee, Communications Committee

Developing and maintaining liaisons with other regional health care associations, library associations, health agencies, library agencies, information services/information systems associations, and relevant corporations. Responsibility: Chapter Board, Program Committee, Education and Credentialing Committee

Promoting the visibility of Chapter health sciences librarians and their information expertise to the health care community via public relations activities, which may include exhibits, press releases, public service announcements, representation at a variety of health association meetings, publication in health association newsletters and journals, and other appropriate means. Responsibility: Communications Committee, Chapter Board

Professional Development—The Philadelphia Regional Chapter/MLA provides a variety of learning opportunities for members to enhance skills and knowledge, especially regarding technology, teaching, statistics, finance, leadership, research, evidence-based health care, evidence-based librarianship, and evidence-based management by carrying out any of the following:

Supporting members in acquiring credentials which are valid and which carry recognition. Responsibility: Education and Credentialing Committee, Program Committee, Chapter AHIP Liaison

Providing leadership skills development forums. Responsibility: Education and Credentialing Committee, Program Committee

Providing opportunities and resources for learning how to be information skills teachers and trainers. Responsibility: Education and Credentialing Committee, Program Committee

Establishing leadership, research, and technology as the themes for the Chapter’s continuing education courses and chapter programs. Responsibility: Education and Credentialing Committee, Program Committee

Exploring distance learning and other alternative delivery methods for professional development. Responsibility: Education and Credentialing Committee, Program Committee

Information Technology—The Philadelphia Regional Chapter/MLA offers support to its members as users of technology and forward-thinking planners for appropriate technologies for the information needs of the health care community by implementing any of the following:

Offering technology-related sessions at the introductory, intermediate, and advanced levels. Responsibility: Program Committee, Education and Credentialing Committee

Helping members stay aware of trends in technology, the future of technology. Responsibility: Program Committee, Education and Credentialing Committee, Communications Committee, Program Committee

Research—The Philadelphia Regional Chapter/MLA recognizes the practice of research as essential for assuring the critical role of health sciences library and information professionals by carrying out any of the following:

Focusing on evidence-based health care. Responsibility: Program Committee, Education and Credentialing Committee

Providing opportunities for learning through courses and programs on research and publication skills. Responsibility: Program Committee, Education and Credentialing Committee

Providing opportunities for highlighting methods and skills in forums such as Research Days through which members would share ideas and disseminate key research-based information about library/information science practices, particularly as they relate to outcomes. Responsibility: Program Committee, Education and Credentialing Committee

Considering a Chapter Research Project. Responsibility: Ad Hoc Research Committee

Leadership— The Philadelphia Regional Chapter/MLA recognizes and develops health sciences library and information professionals as leaders within their institutions, within the Association, and in the broader health care community by implementing any of the following:

Providing opportunities for learning about and implementing statistics and benchmarking. Responsibility: Education and Credentialing Committee, Program Committee, Chapter Council Representative and Alternate

Providing opportunities to learn skills for teaching and training and other communication skills for the technology-intensive managed care and health systems environments. Responsibility: Education and Credentialing Committee, Program Committee

Providing opportunities for general leadership skills that could be used in any institutional environment. Responsibility: Education and Credentialing Committee, Program Committee

Organization—The Philadelphia Regional Chapter maintains a continuous strategic planning process to provide necessary direction for the Chapter and ensure the Chapter’s continuing viability by:

Encouraging Chapter membership and participation by all health sciences librarians and information professionals in the Philadelphia Region

Assuring appropriate funding streams and financial support for the activities and work proposed by this document. Responsibility: Chapter Board

Reviewing progress on this document at least annually and reporting results to membership. Responsibility: Chapter Board

Holding a third Chapter Retreat in 2002. Responsibility: Chapter Board.

VI. BOARD OF DIRECTORS RESPONSIBILITIES

Board of Directors

2004-2005
	Chairperson, 2004-2005
	Lenore Hardy 

Director of Libraries

Drexel University Health Sciences Libraries

245 N. 15th St., MS 449

Philadelphia, PA 19102

215-762-7022 (Phone)

215-762-4028 (Fax)

hardy@drexel.edu

	Chairperson-elect and Program Committee Chair, 2004-2005
	Daniel Kipnis 

Education Services Librarian 

Scott Memorial Library 

Thomas Jefferson University 

1020 Walnut Street 

Philadelphia, PA 19107 

215-503-2825 

215-923-3203 (fax) 

dan.kipnis@jefferson.edu

	Nominating Committee Chair, 2004-2005
	Bradley Long 

Senior Information Services Librarian 

Scott Memorial Library 

Thomas Jefferson University 

1020 Walnut Street 

Philadelphia, PA  19107 

215-503-7676 

215-923-3203 (Fax) 

bradley.long@jefferson.edu

	Secretary, 2003-2005
	Melanie Cedrone 

Graduate Studies Liaison Librarian 

Biomedical Library 

University of Pennssylvania 

3610 Hamilton Walk 

Philadelphia, PA 19104 

215-898-1862 (Phone) 

mcedrone@mail.med.upenn.edu

	Treasurer, 2004-2006
	Stephanie Ferretti

Associate Director Library and Educational Information Systems.

Philadelphia College of Osteopathic Medicine

O.J. Snyder Memorial Library

4170 City Avenue, Philadelphia, PA 19131

phone: 215-871-6475

fax: 215-871-6478

stephaniefe@pcom.edu

	Chapter Council Representative, 2002-2005
	Susan Couch

Information Specialist

Library

National Board of Medical Examiners

3750 Market Street

Philadelphia, PA  19104

215-590-9663 (phone)

215-243-3730 (fax)

scouch@nbme.org (e-mail)

	Chapter Council Alternate, 2002-2005
	Marion C. Chayes
Director

Wilmer Memorial Library

Abington Memorial Hospital

1200 Old York Road

Abington, PA 19001

215-481-2096 (Phone)

215-481-7508 (Fax)

chayes@amh.org (E-mail)

	AHIP Liaison, 2004-2006
	Esther Y. Dell

Interlibrary Loan Librarian

George T. Harrell Library

Hershey Medical Center

P.O.Box 850, H127

Hershey, PA 17033

717-531-8633 (phone)

717-531-8635 (fax)

eyd1@psu.edu (e-mail)

	Archives Committee Chair, 2002-2004
	Joan R. McKenzie

Coordinator for Technical Services

Library

College of Physicians of Philadelphia

19 South 22nd St.

Philadelphia, PA  19103

215-563-3737 x256 (phone)

215-569-0356 (fax)

mckenzie@collphyphil.org (e-mail)

	Benchmarking Chapter Educator, 2003-2005
	Mary McCann

Manager, Library Services 

Pennsylvania Hospital 

800 Spruce St. 

Philadelphia, PA 19107 

215-829-3998 (Phone) 

215-829-7155 (Fax) 

mccannm@pahosp.com

	Bylaws Committee Chair and Parliamentarian, 2004-2006
	Vacant

	Communications Chair, 2003-2005
	Linda M.G. Katz

Associate Director Drexel University Health Sciences Libraries/Library Coordinator

Hahnemann Library

Drexel University of the Health Sciences
245 North 15th Street, MS 449

Philadelphia, PA  19102

215-762-7632 (phone)

215-849-8180 (fax)

linda.katz@drexel.edu (e-mail)

	Development Coordinator, 2004-2006
	Gina Kaiser

Coordinator of Technical Services

Joseph W. England Library

University of the Sciences in Philadelphia

600 S. 43rd Street

Philadelphia, PA 19104

215-596-8963 (phone)

215-596-8760 (fax)

g.kaiser@usip.edu (e-mail)

	Education and Credentialing Committee Chair, 2004-2006
	Tom Cummiskey 

Manager, Library Services 

Doylestown Hospital 

595 West State Street Doylestown, PA 18901 

215-345-2310 (phone) 

215-345-2541 (fax) 

tcummiskey@dh.org

	Government Relations Committee Chair, 2004-2006
	Gary Christopher

Directory, Health Sciences Library

Frankford Hospitals

Red Lion and Knight

Philadelphia, PA 19114-1436

215-612-4135 (Phone)

gchristopher@fhcs.org (E-mail)

	Membership Committee Chair, 2003-2005
	Gary Childs

Education Librarian

Hahnemann Library

Drexel University of the Health Sciences

245 North 15th Street, M.S. 449

Philadelphia, PA 19102

215-762-3696

215-762-8180 (fax)

gc24@drexel.edu


Board of Directors Responsibilities

	Function:
	The Board of Directors (hereafter known as the Board) shall have power to manage the Chapter’s property, and govern and regulate its affairs.

	
	

	Selection:
	The members of the Board are Chairperson, Chairperson-Elect, Immediate Past-Chairperson, Secretary, Treasurer, Chapter Council Representative. Chapter Council Alternate, the Chair of each standing committee, Parliamentarian (when named), and Development Coordinator. (Board Minutes 7/97)

	
	

	Term:
	The Chairperson, Chairperson-Elect and Immediate Past-Chairperson and Parliamentarian serve one year. The Secretary, Treasurer and Committee Chairs serve two years. The Chapter Council Representative and Alternate serve three years.

	
	

	Appointment:
	The Chapter Chairperson appoints all Committee Chairs. The Board reviews and approves the Committee members who have been selected by each Committee Chair.

	
	

	Duties:
	1. Meets at least four times a year in order to manage and regulate Chapter affairs. Meetings are open to all members of the Chapter. Action items should be submitted to Chapter Chairperson prior to each meeting so that they can be placed on the agenda. (Board Minutes 9/93; 3/95). If host organization for Board Meeting cannot provide lunches, Board Members will pay for their own lunch. (Board Minutes 7/92)

2. Reviews Committee Chairs’ proposed members.

3. Approves a potential candidate for membership on the MLA, Inc. Nominating Committee (see Chapter Council Representative duties #10).

4. Fills vacancies on the Board, if needed.

5. Serves as liaison to MLA, Inc.

6. Serves all members of the Chapter regardless of their geographical location.


Executive Committee

	Function:
	The Executive Committee transacts business of an emergency nature when the Board is not in session and carries out other duties assigned by the Board.

	
	

	Selection:
	The members of the Committee are the elected members of the Board: the Chairperson, Chairperson-Elect, Immediate Past-Chairperson, Secretary, Treasurer, Chapter Council Representative and Chapter Council Alternate. (Board Minutes 11/87)

	
	

	Duties:
	1. Transacts business at the call of the Chairperson or any three members of the Executive Committee.

2. Transacts business when the Board is not in session.

3. Approves all Committee Chairs appointed by the Chairperson.


Interim Motions

Discussion by E-mail/Voting by Fax
	Policy:
	If business arises that must be resolved before the next Board meeting, a motion may be posted and the topic may be discussed via electronic mail. Votes are sent by signed telefacsimile to the Chapter Secretary and are ratified at the next Board meeting. (Board Minutes 10/96; patterned after MLA National Board Protocol: Motion Over E-Mail)

	
	

	Procedure:
	1. After sufficient discussion, a formal motion is made to all members of the Board by electronic mail or telefacsimile.

2. Votes are returned by signed telefacsimile to the Secretary with a copy to the Chairperson. The vote is then announced.

3. The votes are ratified at the next Board meeting. The Secretary records the votes by name and includes them in the minutes. This constitutes the official record of the Board’s action.


Formation of Standing Committees

	Policy:
	1. It is the responsibility of the Chapter Chairperson to appoint the Committee Chair of each standing committee with the exception of the Program Committee whose Chair is the Chairperson-Elect and the Nominating Committee whose Chair is the Immediate Past-Chairperson. These appointments are subject to the approval of the Executive Committee. (Chapter Bylaws)

2. The Committee Chair shall appoint and approve committee members subject to review by the Board of Directors. (Chapter Bylaws)

3. The Committee Chair reserves the right to remove a committee member for failure to participate as requested. (Board Minutes 4/04)

4. Each Committee, excluding the Nominating Committee, has a maximum of 10 members including the Committee Chair. (Board Minutes 9/94) The charge of each committee is stated in the Policy Procedure Manual under the heading of each standing committee.

	
	

	Procedure:
	1. A committee application form will be published in the Spring issue of The Chronicle
2. The forms will be returned to the current Chairperson-Elect of the Chapter.

3. The Executive Committee will approve the appointment of each standing Committee Chair prior to the July meeting of the Board.

4. All approved Committee Chairs serve two year terms. Therefore, not all standing Committee Chairs need to be appointed each year. The Chapter Chairperson makes the initial contact with each potential Committee Chair. Prior to his or her acceptance, each potential Committee Chair should be informed of the responsibilities of the Committee, and of the Chair including attendance at meetings of the Board. He or she should also be told that his/her appointment is subject to Executive Committee approval.

5. The Committee Chairs will be given access to completed committee application forms for aid in selecting their committee members. Committee Chairs will strive to appoint members from different geographical areas.

6. Committee Chairs will inform perspective members of the duties involved in being a committee member of the possibility of travel to attend meetings; and that appointment is subject to Executive Committee review.

7. The Committee Chairs should bring information on their prospective committee members to the July meeting of’ the Board for review by the Executive Committee. Committee Chairs may also request that the Chairperson conduct this review via electronic mail or fax.

8. The Board will review proposed Committee members ensuring that no one serves on more than two committees simultaneously in any given year, unless as ex officio. (Board Minutes 9/94)
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Philadelphia Regional Chapter / Medical Library Association

Coll Physicians of Phila
19 South 22nd Street
Philadelphia, PA 19103
July 22, 1996

Diane G. Wolf .
Medical Center of Delaware
Wilmington Hospital Library
P.O. Box 1668

Wilmington, DE 19899

Dear Diane,

- On behalf of the Board of Directors of the Philadelphia
Regional Chapter/MLA I thank you for your outstanding contributions
to our chapter over the years. During the last three years your
"reign" as Chair-Elect, Chair, and Past-Chair was marked by your
leadership in programming, bylaws changes, nominations and
elections, awards, and support of our national organization. With
your guidance on issues at Board meetings, you kept us focused and
energized. You also encouraged many chapter members to become
involved in committee work - and helped them to emerge as leaders.

The torch has been passed, and the flame still shines
brightly. Thanks for giving so much of yourself to MLA and for
being so supportive of all our efforts. I have truly enjoyed
working with you and and will continue to seek your advice as I
navigate this year as Nominating Committee Chair. Please stay
involved in chapter activities.

- Best of luck in the upcoming MLA National Nominating Committee
election!

Sincerely yours,

Marjorie Smink,
Past-Chair
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Philadelphia Regional Chapter / Medical Library Association

Coll of Physicians of Phila
19 South 22nd Street
Philadelphia, PA 19103
July 22, 1996

Cheryl Capitani
Harrisburg Hospital
Library Services

111 South Front Street
Harrisburg, PA 17101-2099

Dear Cheryl,

- On behalf of the Board of Directors of the Philadelphia
Regional Chapter/MIA I thank you for your contribution as Education
and Credentialing Committee Chair of our chapter over the past two
years. Your chairmanship was marked by the presentation of
excellent CE courses including Research Methods for the Health
Sciences Librarian, Surveys That Work, Quality Filtering of Medical
Literature, Health Sciences Resources on the Internet, and Creating
and Maintaining a Microcomputer Center. Your CE committee also was
recognized as a group of hard working people.

Yes, thank you again, Cheryl, for taking on the seemingly
awesome job of CE Chair and making the experience a positive one
for your chapter, your committee, and yourself. We are fortunate
that you will be staying involved in chapter activities as a member
of the Program Committee and are looking forward to another
exciting MLA year.

Sincerely yours,

Marjorie Smink,
Past-Chair




Memorial Gifts

	Policy:
	The Board decides when to make a memorial gift. Memorial gifts may be monetary donations or gifts in kind and are determined by the Board. Monetary donations are left to the discretion of the Chair. A history of giving should be included to help in the decision-making process. (Board Minutes 9/94)

	
	

	Procedure:
	1. When a proposal for a memorial gift is made to the Board and approved, the Board shall appoint an Ad Hoc Committee to decide on an appropriate gift. (Board Minutes 11/84)

2. The Ad Hoc Committee shall determine an appropriate memorial gift and submit its recommendation to the Board for approval.

3. Once the Board approves the recommendation, the Ad Hoc Committee will obtain the necessary funds from the Treasurer and select the gift.

4. A letter explaining the gift will be sent by the Chairperson to the family and/or significant other.


Correspondence

	Policy:
	All Official Chapter correspondence should be conducted using Chapter letterhead consisting of cream paper and green inked logo. (Board Minutes 11/87)


VII. OFFICERS

Chairperson

	Function:
	The Chairperson shall be chief executive officer of the Chapter and, subject to the Board, shall have supervision and control of its affairs. S/he shall preside at all meetings of the Chapter, the Board and the Executive Committee. S/he shall appoint all special committees and shall be ex-officio member of all committees except the Nominating Committee. The Chairperson shall prepare and submit the Annual Report of Chapter activities to MLA, Inc. by the date designated each year.

	
	

	Requirements:
	The Chairperson shall be a Voting Member of MLA, Inc., and the Philadelphia Regional Chapter/MLA and shall have served one year as Chairperson-Elect/Program Committee Chair.

	
	

	Selection:
	The Chairperson is elected by the Chapter membership.

	
	

	Term:
	One year.

	
	

	Duties:
	1. Appoints Committee Chairs, who are subject to approval by the Executive Committee.
2. Presides over meetings of the Board including a joint meeting of the incoming and outgoing Board in July and presides over Executive Committee communications.

3. Schedules meetings of the Board at least four times per year, notifies members, prepares the agenda, and presides over the meetings.

4. Develops objectives for the year and submits them for approval at the July Board meeting. (Board Minutes 7/89)

5. Serves as ex officio member of all standing committees except the Nominating Committee.

6. Presides over all general meetings and conducts the Annual Meeting.

7. Seeks high visibility in the Chapter.

8. Reads and follows guidelines stated in Chapter’s Policy and Procedure Manual

9. Prepares and submits column “From the Chair” for each issue of The Chronicle.

10. Prepares and submits Mid-Winter Report and Annual Report to the MLA, Inc. as requested.

11. Participates in MLA, Inc. activities and responds promptly to requests for reports and other materials.

12. Appoints the Parliamentarian or assigns the position of Parliamentarian to the Bylaws Committee Chair.

13. Appoints, in consultation with the Communications Committee Chair, the Chapter Listserv Owner. (Board Minutes 9/94)

14. Appoints Special Committees as needed.

15. Appoints a substitute to take minutes at a Chapter, Board or Executive Committee meeting in the absence of the Secretary.

16. Ensures that the incoming Board is aware of the Chapter’s spending guidelines for all Committees.

17. Prepares forewords and/or introductions for any Chapter publication that is printed for distribution to the membership.

18. Writes thank-you letters to departing Committee Chairs.

19. Monitors discretionary fund, amount to be determined by the Board to provide a Chapter social gathering at MLA, Inc. Annual Meeting. (Board Minutes 1/89; 9/94)

20. Signs written contracts and agreements upon approval by the Board.

21. Selects certified public accountant to review/audit the checking and money market account records and the Quicken reports at the end of each Treasurer’s term.

22. Copies official correspondence and reports to the Archives.

23. Notifies Chairs and officers whose terms are due to expire and asks them how else they would like to serve. (Board Minutes 5/96)


Chairperson-Elect
	Function:
	The Chairperson-Elect’s function is to serve as Program Committee Chair, to assist the Chairperson in the performance of all duties, and in the event of the withdrawal or absence of the Chairperson, to assume all duties and obligations of the Chairperson.

	
	

	Requirements:
	The Chairperson-Elect shall be a Voting Member of MLA, Inc. and the Philadelphia Regional Chapter/MLA. S/he should be familiar with recent concerns and activities of the Chapter (usually through a recent term as a Committee member, or Committee Chairperson of the Chapter).

	
	

	Selection:
	The Chairperson-Elect is elected by the Chapter membership.

	
	

	Term:
	One year.

	
	

	Duties:
	1. Serves as a voting member of the Board and the Executive Committee.

2. Serves as the Program Committee Chair.

3. Seeks high visibility in the Chapter.

4. Assists the Chairperson with his/her duties.

5. Presides, in the absence of the Chairperson, over Board meetings and general meetings.

6. Assumes, in case of the withdrawal, all Chairperson duties.

7. Copies official correspondence and reports to the Archives.

8. Selects members of the Program Committee and presents them to the Board for review.


Immediate Past-Chairperson
	Function:
	The function of the Immediate Past-Chairperson is to serve for one year on the Board and as Chair of the Nominating Committee. S/he shall assist the Board in decision making consistent with the Association Bylaws and shall provide the Chapter with recent past program information.

	
	

	Requirements:
	The Immediate Past-Chairperson should be a Voting Member of MLA, Inc. and the Philadelphia Regional Chapter/MLA.

	
	

	Selection:
	The Immediate Past-Chairperson has been elected by the membership.

	
	

	Term:
	One year.

	
	

	Duties:
	1. Attends Board and Executive Committee meetings as a voting member.

2. Assists the Board in any extra activities which arise throughout the year.

3. Chairs the Nominating Committee which includes the preparation of a slate of candidates, and the Ad Hoc Awards Committee which solicits and selects individuals to receive Chapter awards.

4. Revises the Chapter’s Policy and Procedure Manual.
5. Copies official correspondence to the Archives.


Updating the Policy and Procedure Manual

	Policy:
	The Policy Procedure Manual (The Manual) will be updated yearly by the Immediate Past-Chairperson, during his/her term of office.

	
	

	Procedure:
	1. Any changes in the Bylaws are incorporated into The Manual This will involve not only changes in the Bylaws themselves, but their implications for changes, deletions, and/or additions to job descriptions and/or policies and procedures.

2. The minutes for the year, and the Annual Reports of Board Members and Committees, will be consulted for actions that require changes in job descriptions and/or policies and procedures. Dates of major Board decisions related to policies and procedures should be referenced.

3. The Immediate Past-Chairperson will consult with the Board members for input before completing the final revision.

4. The revised manual should be available to be distributed at the July Board Meeting when both outgoing and incoming members will be present.


Secretary
	Function:
	The Secretary’s function is to maintain an accurate record of all meetings of the Chapter, the Board and the Executive Committee.

	
	

	Requirements:
	The Secretary must be a Voting Member of MLA, Inc. and the Philadelphia Regional Chapter/MLA and have facilities for typing, reproducing and distributing the minutes.

	
	

	Selection:
	The Secretary is elected by the membership.

	
	

	Term:
	Two years.

	
	

	Duties:
	1. Serves as a voting member of the Board and the Executive Committee.

2. Attends all meetings of the Chapter, the Board and the Executive Committee.

3. Takes minutes of all Chapter, Board and Executive Committee meetings. In the absence of the Secretary, the Chairperson will appoint a substitute.

4. Makes available a file of Board minutes (Has available one year, plus current year of minutes at every Board meeting).

5. Writes and distributes minutes of all Chapter, Board and Executive Committee meetings in a timely fashion. (Board Minutes 7/87). The minutes should contain the following information: date, place, motions and votes thereon; a statement of topics discussed and summary of discussion; reports of officers and Committee Chairs, either in the body of the minutes or as attachments; and a list of attendees (whether members or visitors), and absentee Board members. (Board Minutes 7/9 1)

6. Writes and see that minutes of the previous year’s Annual Meeting are distributed to the entire current membership p to the next Annual Meeting. Coordinating with the Nominating Char, minutes are included with election ballots mailed the following year. Additional postings, such as publication in The Chronicle are left to the discretion of the Secretary and the Communications Chair. (Board Minutes 9/94)

7. Secretary generates certificates for outgoing Board members. (Board Minutes 7/98)

8. Sends two sets of approved Board and Annual Meeting minutes and Reports to the Archives Committee Chair: one set for the Chapter Archives and one set for MLA, Inc. Headquarters Archives.


Treasurer
	Function:
	The Treasurer serves as the custodian of the Chapter’s funds, maintains these funds in a bank, and disperses them at the direction of the Chapter’s officers.

	
	

	Requirements:
	The Treasurer shall be a Voting Member of MLA, Inc. and the Philadelphia Regional Chapter/MLA.

	
	

	Selection:
	The Treasurer is elected by the Chapter membership.

	
	

	Term:
	Two years.

	
	

	Duties:
	1. Receives Chapter dues remittance checks and other income due the Chapter.

2. Prepares annual budget with the assistance of Chapter officers.

3. Assists with periodic review (audit) of the Chapter’s financial records.

4. Maintains the Chapter’s bank account and controls the check register, Records all transactions with Quicken software.

5. Maintains a system to document approved disbursements.

6. Prepares periodic financial reports with Quicken.

7. Monitors expenditures to maintain a financial balance which allows the Chapter to be progressive without overspending.

8. Retains and maintains financial records in accordance with retention schedules.

9. Obtains the Chapter Chairperson’s signature and places it on file with the Chapter’s bank.

10. Serves as a voting member of the Board of Directors and the Executive Committee.

11. Copies official correspondence and reports to the Chapter Archives.


Bank Accounts
	Policies:
	1. A checking account is maintained in the name of the Philadelphia Regional Chapter/Medical Library Association.

2. Signatures for Treasurer and the Chapter Chairperson are kept on file at the Chapter’s bank.

3. The checking account is reviewed or audited every two years, at the expiration of the Treasurer’s term.

	
	

	Procedures:
	1. Except in unusual circumstances, a minimum balance of $300.00 is maintained in the Chapter’s checking account to avoid account maintenance fees. Sufficient additional funds are included to cover checks written.

2. Bank statements are received monthly for the checking account. Transactions and balances on the statement are checked against the Quicken file and any discrepancies are resolved.

3. Blank checks are re-ordered as needed.

4. The Chairperson selects an accountant to review/audit the Treasurer’s records every two years, including checking account information, the Quicken file, and Treasurer’s reports. (Board Minutes 5/96)


Bill Payment

	Policies:
	Bills incurred by the Chapter for expenses approved by the Chairperson and/or the Board are paid by the Treasurer.

	
	

	Procedures:
	1. All bills are forwarded to the Treasurer. The Chairperson’s and/or the Board’s approval of expenditures should be obtained prior to the commitment for any expenditures. Any bills not approved are referred to the Chapter Chairperson.

2. Approved bills are paid by check within thirty days of receipt. Canceled checks (seven years) and original invoices (three years) are retained in order to document all expenditures.


Internal Control Procedures for Financial Activities
Sound financial management is essential for the effective operation of the Chapter. One important aspect of good financial management is a Chapter’s internal control procedures to handle its financial activities. Chapters with good internal control systems gain several benefits including:

· Availability of complete financial information for decision-making.

· Management of finances within budget and in accordance with Chapter policies and guidelines.

Implementation of the following internal control procedures is advised by MLA, Inc.

Headquarters:

· Record transactions using a chart of accounts.

· Approve expenditures and financial commitments according to clear lines of authority.

· Maintain and follow written expense reimbursement policies.

· Prepare annual budgets, compare them to financial reports, and investigate unusual variances.

· Distribute regular and routine financial reports.

· Involve Chapter officers in financial matters.

· Periodically, appoint a person to conduct an independent review (audit) of financial records. (This should occur at least every two years, at the end of the Treasurer’s term of office.)

PERIODIC REVIEWS

The Chapter Chairperson shall choose an accountant to review the past two years’ bank statements, budgets, and financial reports to determine if:

· Cash and checks are deposited promptly into the Chapter’s bank account(s).

· Timely bank reconciliations are conducted.

· Paid expense reports and invoices have the proper authorizations and account numbers, and none are unpaid or paid twice.

· All disbursements and pre-numbered checks are recorded.

· Totals for the checking account and financial statement agree.

· Recorded balances in financial statements are compared with budgeted amounts periodically and unusual relationships are investigated and explained to Chapter officers.

RECORD RETENTION

Certain records are required for financial purposes, some for historical significance and others to maintain daily activities. Minimum retention periods for financial records are as follows:

· Bank statements and cancelled checks — 7 years.

· Bank signature cards and account records — 3 years after they are out of date.

· Contracts — 3 years after the end of the contract.

· Incorporation certificates — indefinite period of time.

· Mailing permits — indefinite period of time.

· Other financial reports, bills, expense reports and correspondence — 3 years.

· Tax exemption letter — indefinite period of time.
Financial Reports

	Policies:
	1. A written financial report is distributed at each Board Meeting.

2. A financial report is made to the membership at the Annual Meeting by the Treasurer.

	
	

	Procedures:
	1. The financial reports are distributed at each Board Meeting. The Financial Statement details the checking account credits, debits and balances since the last Board meeting. The Income Versus Expenses Statement provides a summary of income and expenses by category for the calendar year. An Income Versus Expenses Final Report is completed at the close of each calendar year.

2. A summary of the Chapter’s assets and liabilities is presented at the Annual Meeting.

3. Copies of all written reports are added to the Treasurer’s permanent record and submitted to the Chapter Archives annually.


Treasurer’s Report: 1/8/02

The Chapter’s bank account as of January 8 has a balance of $10, 504.34. Expenditures since the fiscal year began on July 1 totaled $2,634.87. Income was $2,869.70. Thus, we spent $254.83 more than we took in this year. However, there are still some bills to be paid for the Winter CE class, Proving Your Worth. It is anticipated that we will make up for the expenses of Proving Your Worth with proceeds from the PDA Teleconference in February.

For a specific breakdown of how the Chapter’s money was spent since the last report that ran through September 21, see the Transaction Report (attached). I’ve also attached the Cash Flow Report, which runs from July 1, 2001 to the present time.

Linda M.G. Katz,

Treasurer
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Transaction Report
9/22/01 Through 1/8/02

1/8/02

Page 1

Date Num Description Memo Category Clr Amount
BALANCE 9/21/01 10,586.78
10/1/01 1409 Anne Seymour Reimb.gift for B. Shearer Gifts c -24.75
10/1/01 1410 Brenda Seago Honorar,, mileage-Spkr. Fall Program Exp c -425.00
10/1/01 1411 Medical Library Association Group Insurance Prog. bill Insurance c -275.00
10/2/01 DEP Deposit Registration, Fall Program Fall Program Income c 725.00
10/2/01  DEP Deposit Registration, Fall Program Fall Program Income c 392.50
10/5/01 1412 -Pat Heller Reimb.gift certif.B.Shearer Gifts c -50.00
10/8/01 DEP Interest JInterest for September 2001 Interest c 3.30
10/26/01 1413 Allen Press Reprints, JMLA symp. MLA Admin c -766.00
10/26/01 1414 Penn State University Catering, Fall Prg.-PDAs Fall Program Exp c -373.65
10/30/01 1415 Nancy Spedding Fafl Chronicle Chron Exp c -175.00
11/1/01 1416 Network Solutions Reg. WWWDomain Communications c -70.00
11/8/01 DEP Interest Interest for October 2001 Interest c 4.05
11/21/01 DEP Deposit Membership Dues Dues-Income c 15.00
11/27/01 1417 Sheryi Panka-Bryman pastage, Dec. CE (pyw) Fall CE 1 Exp c -40.80
11/28/01 1418 Day by Day lunch, plan.quadmtg11/09 MLA Admin c -111.00
11/28/01 1418 Ruthanne Spatafore travel,hotel for spkr, reimb FallCE 1inc c -857.50
11/30/01 1420 Medical Library Association Pymt.CE telecon: Syncor.. Wit CE Exp c -350.00
12/12/01 DEP _ Interest Interest for November 2001 Interest c 3.27
12/19/01 DEP- . Deposit Membership Dues Dues-Income c 420.00
12/19/01 DEP -~  Deposit Membership Dues Dues-Income c 225.00
12/19/01 DEP Deposit Membership Dues Dues-Income c 450.00
1/4/02 . DEP .. Deposit Registr., Dec.CE/membdue —Split— 995.00
1 DEP Interest Interest for December 2001 Interest c 3.14
TOTAL 9/22/01 - 1/8/02 8244
BALANCE 1/8/02 10,504.34
TOTAL INFLOWS 3,236.26
TOTAL OUTFLOWS -3,318.70
-82.44

NET TOTAL
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Cash Flow Report
7/1/01 Through 1/8/02

Page 1
. 71/01-
Category Description 1/8/02
INFLOWS
Dues-Income 1,200.00
Fall CE 1inc 292.50
Fall Program Income 1,117.50
Interest 2487
TOTAL INFLOWS 2,634.87
OUTFLOWS
Chron Exp 175.00
Communications 70.00
Fall CE 1 Exp 40.80
Fall Program Exp 798.65
Gifts _ 74.75
Insurance 275.00
MLA Admin 877.00
Spring CEExp 175.00
Transit Mtg 53.50
- Wint CE Exp 350.00
TOTAL OUTFLOWS 2,889.70

OVERALL TOTAL -254.83

it




Tax Exempt Status
[image: image9.png]Internal Revenue Service Department of the Treasury

District Director
P. O. Box 2508

Cincinnati, OH 45201

Date: November 24, 1999 Person to Contact:
Tracy Garrigus #31-02991
Customer Service Representative

Philadelphia Regional Chapter Medical Telephone Number:

Library Association, Inc. 877-829-5500
% Barbara Shearer Fax Number:
183 Nottingham Ct. 513-263-3756
Aston,"PA 19014 Federal Identification Number:

: 23-2490730
Group Exemption Number:
8112

Dear Sir or Madam:
We have received your request for affirmation of your organization's tax exempt status.

Your organization is exempt under section 501(c)(3) of the Code because it is included in
a group ruling i§sued to Medical Library Association, Inc., located in Chicago, lllinois.

Individual exemption letters are not available to organizations included in group rulings.
The group exemption letter applies to all of the subordinate organizations on whose
behalf the parent organization has applied for recognition of exemption. If you want a
copy of the group exemption letter, please contact your parent organization.

Your organization is required to file Form 990, Return of Organization Exempt from
Income Tax, only if its gross receipts each year are normally more than $25,000. If a
return is required, it must be filed by the 15th day of the fifth month after the end of the
organization's annual accounting period. The law imposes a penalty of $20 a day, up to
a maximum of $10,000, when a return is filed late, uniess there is reasonable cause for
the delay.

Donors may deduct contributions to your organization as provided in section 170 of the
Code. ‘Bequests, legacies, devises, transfers, or gifts to your organization or for its use
are deductible for federal estate and gift tax purposes if they meet the applicable
provisions of sections 2055, 2106, and 2522 of the Code.

The law requires you to make your organization's annual return available for public inspection
without charge for three years after the due date of the return. You can charge only a reasonable
fee for reproduction and actual postage costs for the copied materials. The law does not require
you to provide copies of public inspection documents that are widely available, such as by posting
them on the Internet (World Wide Web). You may be liable for a penalty of $20 a day for each
day you do not make these documents available for public inspection (up to a maximum of
$10,000 in the case of an annual return). N
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If you have any questions, please call us at the telephone number shown in the heading of this
letter. :

Sincerely,
A Lok, Ackt

C. Ashley Bullard
District Director
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AGOIZD

PRC JUCER

Seabury & Smith
3 23rd Street, NW
iington DC 20037

202-296~8030

INSURED

Medical Library Association
Six North Michigan Avenue
Chicago IL 60602

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND
CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS CERTIFICATE
DOES NOT AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE
PCOLICIES BELOW. ]

COMPANY

terren . A Aetna Casualty Company of CT
. . - \
COMPANY
terren . B |

: COMPANY
terren C

i COMPANY

| LETTER D

. COMPANY E

© LETTER

THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDIEATED, NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS,

EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.

POUCY BFFECTIVE : POLICY EXPIRATION

LCT% TYPE OF INSURANCE POLICY NUMBER . DATE (MM/DD/YY} DATE (MM/DO/YY) uMITS
GENERAL LIABILITY i :GENERAL AGGREGATE i 2000000
A X  COMMERCIAL GENERALLIASIUTY :053BQ0024426407 01/01/95 = 01/01/96 :PRODUCTS.COMPIOP AGG. ' $ 2000000
: CLNMS MADE X :OCCUuR.: :PERSONAL & ADV. INJURY
OWNER'S & coNTmcféﬁ-s PROT. {EACH OCCURRENCE $ 1000000 A
fFlﬂE‘D‘Ah‘r‘iAGE(An"[.o.n!': fire)” $ 3000 o

:MED. EXPENSE (Any one person} $§

‘TTOMOBILE LIABILITY
ANY AUTO
ALL OWNED AUTOS
SCHEDULED AUTOS
HIRED AUTOS
NON-OWNED AUTOS
GARAGE LIABILITY

COMBINED SINGLE
UMIT . $

BODILY INJURY
{Per personi

BOOILY INJURY
{Per accident)

: PROPERTY DAMAGE ©$

EXCESS UABIUTY
UMBRELLA FORM
OTHER THAN UMBRELLA FORM

. EACH OCCURRENCE i $

WORKER'S COMPENSATION
AND

EMPLOYERS® UABIUTY

DISEASE~ EACH EMPLOYEE $

OTHER

DESCRIPTION OF OPERATIONS/LOCATIONS/VEHICLES/SPECIAL ITEMS
The Certificate Holder is covered as res
attached amendment to the Headquarter's

ects Chapter Liability via the

nsurance Policy.

CERTIFICATE:HOLDER

Fhibadc dphoin /ey f
Souothern Chapter :
Medical Library Association

ACORD 258"

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE THE
EXPIRATION DATE THEREOF, THE ISSUING COMPANY WILL ENDEAVOR TO
MaiL 30 DAYS WRITTEN NOTICE TO THE CERTIFICATE HOLDER NAMED TO THE
LEFT, BUT FAILURE TO MAIL SUCH NOTICE SHALL IMPOSE NO OBLIGATION OR
UABILITY OF ANY KIND UPON THE COMPANY, ITS AGENTS OR REPRESENTATIVES.

" AUTHORIZED REPRESENTATIVE
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THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND
CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS CERTIFICATE

Seabury & Smith DOES NOT AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE
1255 23zd Street, NW POLICIES BELOW.
w i n DC 20037 :
ashingte 3 | COMPANIES AFFORDING COVERAGE
.nda Muller AR e _
202-296-8030 CoHeANY A American Cas-Reading PA 9
[ o : company p
INSURED T e e
COMPANY
terren . ©
: COMPANY D
Medical Library Association O
Six North Michigan Avenue S S SO
chicago IL 60602 o EANY E
COVERAGES'

THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.

co : { POUCY EFFECTIVE | POUICY EXFIRATION :
LTR TYPE OF INSURANCE : POLICY NUMEBER | DATE(MM/DD/YY)  DATE IMM/DD/YY! umiTs

GENERAL UABIUTY
: COMMERCIAL GENERAL LIABILITY

: CLAIMS MADE . OCCUR.

OWNER'S & CONTRACTOR'S PROT.

:MED, EXPENSE (Any one person] §

: AUTOMOBILE LIABILTY : : : COMBINED SINGLE "
. ANY AUTO ’ : : (UMIT :
. | ALL OWNED AUTOS : : : BODILY INJURY .
SCHEDULED AUTOS ‘ ) : Per person)
HIRED AUTOS : BODILY INJURY s
NON-OWNED AUTOS - :  {Per accident) -
. GARAGE LIABILITY : : :
L : : : : : PROPERTY DAMAGE $
EXCESS UABILTY : : : ! EACH OCCURRENCE B
: " UMBRELLA FORM ) : | AGGREGATE %

OTHER THAN UMBRELLA FORM

: STATUTOQRY UMITS

WORKER'S COMPENSATION :
E : : EACH ACCIDENT :
AND : : P PR PURE PN ST .

: DISEASE— POLICY UMIT
BVMPLOYERS" UABILITY : R P S PR S RSP PP .
' ' DISEASE— EACH EMPLOYEE ¢
“ OTHER :
A Association Prof. .156163495RHCO1 . 01/01/95 01/01/06 all chapt $§1,000,0(
Liability , : § A : all chapt

DESCRIFTION OF OPERATIONS/LOCATIONS/VEHICLES/SPECIAL ITEMS . .
CNA policy form G-20617-A, retention $5,000, medical malpractice excluded

Illinois endatory Endorsement

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE THE
EXPIRATION DATE THEREOF, THE ISSUING COMPANY WILL ENDEAVOR TO

MaIL30 DAYS WRITTEN NOTICE TO THE CERTIFICATE HOLDER NAMED TO THE
LEFT, BUT FAILURE TO MAIL SUCH NOTICE SHALL IMPOSE NO OBLIGATION OR
LIABILITY OF ANY KIND UPON THE COMPANY, ITS AGENTS OR REPRESENTATIVES.

. . P . 9 <
Y htalplia Keg,'trap
“Stothern Chapter

Medical Library Association
Ms. Nancy W. Clemmons

- S/ACORD CORPORATION 1
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ASSOCIATION PROFESSIONAL LIABILITY POLICY
SUMMARY

CNA Policy form: G-20717-A (2/94) and endorsements: Illinois Amendatory Endorsement,
Medical Malpractice Endorsement, Addition of Insureds: listed chapters

Policy Period: January 1, 1995 to January 1, 1996
Policy Limits: $1,000,000 annual aggregate

Deductible: $5,000

Insureds: all persons who were, now are, or shall be duly elected or appointed directors,
ofﬁce;s, trustees, employees, committee members, volunteers, the Entity and any subsidiary.

Subsidiary: tax exempt under the IRS Code 501 (c)(3)

Coverage for "Wrongful Act" which includes: any actual or alleged error, misstatement,
misleading statement, wrongful dismissal or discharge or termination of employment,
discrimination, false arrest, libel, slander, defamation of character, infringement of copyright
or trademark.

-

Coverage not provided for: intentional acts, fraud, criminal activity, bodily i injury, property
damage, failure to maintain insurance, Employee Retirement Income Security Act of 1974,
nuclear energy and pollution, liability under any contract (except under employment contract).

Defense Costs: are included within the limit of liability. The Insurer has the duty to provide
defense for all covered claims.

In the event of a claim: Notify Seabury & Smith immediately by telephone:

800-368-5969x840 or by fax: 202-457-6809. Include a brief description of the nature of the
allegations and names of potential claimants. The Insured shall not admit liability, consent to any
judgement, agree to any settlement or incur any Defense Costs without CNA’s prior written

consent.

***NOTE: this is a summary of the coverage provided and not a substitute for the actual
policy provisions. A complete policy specimen is available upon request***

SEABURY & SMITH
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THIS ENDORSEMENT CHANG.:S THE POLICY. PLEASE READ IT CAREFuLLY,
Policy No.
\

Liability Coverage For Designated Organization, Volunteer,
Committee Member or Trustee of Designated Organization

This endorsement modifies insurance provided under the following:

COMMERCIAL GENERAL LIABILITY COVERAGE PART
SCHEDULE

Designated Organization(s): ANY CHAPTER, CLUB OR EQUIVALENT ENTITY AFFILIATED WITH THE PERSON
OR ORGANIZATION NAMED AS THE INSURED ON THE DECLARATIONS

A. WHO IS AN INSURED (Section 1) is amended to b. The ownership, operation, maintenance.
include as an insureg- use or entrustment to others of any
aircraft (including balloons used in
balloon rides), automobite, mechanically
operated amusement devices or
watercraft,

1./ Any organization(s) designated in the
Schedule above is added to those Insureds
named on the Declarations:

) ~ 2. Any person(s) who are volunteer worker(s)

. ) izati ibed i
for the organization(s) designated above. byt by person(s) or organization(s) described in

only while acting at the direction of, and A. above.
within the scope of their duties for such 3. “Bodily injury”, “property damage”,
designated organization(s). “personal injury” or "advertising injury”

) isi f:
3. Any committee member or trustee of the arising out o

organization(s) designated above, but only a. The ownership, maintenance or use of |
with respect to activities performed for such premises, other than offices, owned by
organization(s). : or rented to person(s) or organization(s)

described in A. above, except premises
hired or rented only for specified days for
meeting purposes: or

B. In addition tq the Exclu_sions for Coverage A and
B. the following exciusions apply to the
insurance provided for those perscons or

organizations qualifying as an Insured in A. b. Any activity sponsored by person(s) or
above. organization(s) described in A. above,
o ] > other than meetings of members and
This insurance does not apply to: guests. to which the public is admitted for
1. "Bodily injury” to any person while practicing an admission charge. T
. . . . - _—\
for or panxcxpgtl.n‘g In any sports or athletic C. Exceptions to B, above:
contest or exhibition sponsored or conducted

2. “Bodily injury” or “property damage” arising
out of:

by person(s) or organization(s) described in
A. above. .

a. Any fireworks disptay or musical concert
conducted or sponsored in whole or in D. The insurance provided by this endorsement is
part by; or i excess of any other valid and collectibie

insurance available to those person(s) or
organization(s) described in A. above,

Copyright, The Continental Corporation, 1893. Includes copyrightea material of the insurance Services Office used with Sts permission.
BC 20 01 03 93
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SECTION | - COVERAGES
COVERAGE A. BODILY INJURY AND PROPERTY DAMAGE LIABILITY
1. Insuring Agreement.

a. We will pay those sums that the “insured” becomes legally obligated to pay as damages because

~ "bodily injury” or "property damage"” to which this insurance applies. We will have the right and duty

defend any "suit" seeking those damages. We may at our discretion investigate any "occurrence” ai
settle any claim or “suit" that may result. But:

(1) The amount we will pay for damages is limited as described in LIMITS OF INSURANCE (SECTIC
iy; and

(2) Our right and duty to defend end when we have used up the applicable limit of insurance in ti
payment of judgments or settiements under Coverages A or B or medical expenses under coverac
C.

No other obligation or liability to pay sums or perform acts or services is covered unless explici:
provided for under SECTION Ill, SUPPLEMENTARY PAYMENTS - COVERAGES A AND B.

" b. This insurance applies to "bodily injury” and “property damage"” only if:

(1) The "bodily injury" or “property damage" is caused by an “occurrence" that takes place in tt
“coverage territory"; and

(2) The "bodily injury” or “property damage" occurs during the policy period.

-

¢. Damages because of "bodily injury" include damages claimed by any person or organization for car
loss of services or death resuiting at any time from the “bodily injury."

2. Exclusions.
This insurance does not apply to:

a.  "Bodily injury” or “"property damage” expected or intended from the standpoint of the “insured.” Th
exclusion does not apply to “bodily injury” resulting from the use of reasonable force to protect persor
or property.

b.  “Bodily injury" or "property damage"” for which the "insured" is obligated to pay damages by reason .
the assumption of liability in a contract or agreement. This exclusion does not apply to liability fc
damages:

(1) Assumed in a contract or agreement that is an “insured contract,” provided the "bodily injury” «
"property damage" occurs subsequent to the execution of the contract or agreement; or

(2) That the “insured” would have in the absence of the contract or agreement.

c. "Bodily injury” or "property damage"” for which any insured may be held liable by reason of:

(1) Causing or contributing to the intoxication of any person;

SDO003 (ED. 01-90) Page 1 of 17 PRINTED IN U.S.#




[image: image16.png](2) The furnishing of alcoholic beverages to a person under the legal drinking age or under the
influence of alcohol; or

(3) any statute, ordinance or regulation relating to the sale, gift, distribution or use of alcoholic
beverages.

This exclusion applies only if you are in the business of manufacturing, distributing, selling, serving or
furnishing alcoholic beverages.

Any obligation of the "insured" under a workers’ compensation, disability benefits or unemployment
compensation law or any similar law.

“Bodily injury” to:

(1J An employee of the “insured” arising out of and in the course of employment by the “insured”; or
(2) The spouse, child, parent, brother or sister of that employee as a consequence of (1) above.

This exclusion applies:

(1) Whether the “insured" may be liable as an employer or in any other capacity; and

(2) To any obligation to share damages with or repay someone eise who must pay damages because
of the injury.

This exclusion does not apply to liability assumed by the "insured" under an “insured contract.”

. (1) "Bodily injury" and "property damage" arising out of the actual, alleged or threatened discharge,

dispersal, seepage, migration, release or escape of pollutants:

(a) At or from any premises, site or location which is or was at any time owned or occupied by, or
rented or loaned to, any “insured";

(b) At or from any premises, site or location which is or was at any time used by or for any
“insured" or others for the handling, storage, disposal, processing or treatment of waste;

(c) Which are or were at any time transported, handled, stored, treated, disposed of, or processed
as waste by or for any "insured" or any person or organization for whom you may be legally
responsible; or

(d) At or from any premises site or location on which any “insured" or any contractors or
subcontractors working directly or indirectly on any “insured’s" behalf are performing
operations:

(i} if the pollutants are brought on or to the premises, site or location in connection with such
operations by such "insured,” contractor or subcontractor; or -

(ity if the operations are to test for, monitor, clean up, remove, contain, treat, detoxify or
neutralize, or in any way respond to, or assess the effects of pollutants.

Subparagraphs (a) and (d)(i) do not apply to "bodily injury” or “property damage" arising out of
heat, smoke or fumes from a hostile fire.

As used in this exclusion, a hostile fire means one which becomes uncontrollable or breaks out
from where it was intended to be. .

(2) Any loss, cost or expense arising out of any:

(@) Request, demand or order that any "insured” or others test for, monitor, clean up, remove,
contain, treat, detoxify or neutralize, or in any way respond tose@ioms9eSpadhes effects of
pollutants, or

SD003 (ED. 01-90) Page 2 of 17 PRINTED IN U.S.A.




[image: image17.png](b) Claim or suit by or on behaif of a governmental authority for damages because of testing f
monitoring cleaning up, removing, containing, treating, detoxifying or neutralizing, or in any w
responding to, or assessing the effects of pollutants.

Pollutants means any solid, liquid, gaseous or thermal irritant or contaminant, including smoke, vap:
soot, fumes, acids, alkalis, chemicals and waste. Waste includes material to be recycled, recondition
or reclaimed.

g-  "Bodily injury" or "property damage" arising out of the ownership, maintenance, use or entrustment
others of any aircraft, “auto” or watercraft owned or operated by or rented or loaned to any “insurec
Use includes operation and “loading or unloading.”

This exclusion does not apply to:
(1) A watercraft while ashore on premises you own or rent;
(2) A watercraft you do not own that is:

(a) Less than 26 feet long; and

(b) Not being used to carry persons or property for a charge;

(38) Parking an "auto” on, or on the ways next to, premises you own or rent, provided the "auto” is n«
owned by or rented or loaned to you or the "insured":

(4) Liability assumed under any “insured contract” for the ownership, maintenance or use of aircraft ¢
watercraft; or

(5) “Bodily injury” or “property damage"” arising out of the operation of any of the equipment listed i
paragraph f.(2) or f.(3) of the definition of "mobile equipment"” (Section V.8.).

h.  "Bodily injury" or “property damage" arising out of:

(1) The transportation of "mobile equipment” by an “auto” owned or operated by or rented or ioaned t
any "insured"; or

(2) The use of "mobile equipment” in, or while in practice or preparation for, a prearranged racinc
speed or demolition contest or in any stunting activity.

i.  "Bodily injury” or “property damage” due to war, whether or not declared, or any act or conditiol
‘ incident to war. War includes civil war, insurrection, rebellion or revolution. This exclusion applies only
 liability assumed under a contract or agreement.

}- "Property damage" to:

(1) Property you own, rent, or occupy;

(2) Premises you sell, give away or abandon, if the "property damage” arises out of any part of those
premises;

(3) Property loaned to you;

(4) Personal property in the care, custody or control of the “insured”;

(5) That particular’ part of real property on which you or any contractors or subcontractors working
directly or indirectly on your behaif are performing operations, if the "property damage"” arises out 0

those operations; or

(6) That particular part of any property that must be restored, repair_ed or rep!aced because "your work’
was incorrectly performed on it. Section VII- Page 24

SD003 (ED. 01-90) PRINTED IN U.S.A.
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[image: image18.png]Paragraph (2) of this exclusion does not apply if the premises are “your work” and were never occupied,
rented or held for rental by you.

Paragraphs (3), (4), (5) and (6) of this exclusion do not apply to liability assumed under a sidetrack
agreement.

Paragraph (6) of this exclusion does not apply to ‘“property damage" included in the
“products-completed operations hazard.”

“Property damage” to "your product” arising out of it or any part of it.

“Property damage" to “your work" arising out of it or any part of it and included in the
“products-completed operations hazard."

This exclusion does not apply if the damaged work or the work out of which the damage arises was
performed on your behalf by a subcontractor.

"Property damage" to "impairéd property” or property that has not been physically injured arising out of:
(1) A defect, deficiency, inadequacy or dangerous condition in "your product" or “your work"; or

(2) A delay or failure by you or anyone acting on your behalf to perform a contract or agreement in
accordance with its terms.

This exclusion does not apply to the loss of use of other property arising out of sudden and accidental
physical injury to “your product” or “your work" after it has been put to its intended use.

; .Damages claimed for any loss, cost or expense incurred by you or others for the loss of use, withdrawal,

recall, inspection, repair, replacement, adjustment, removal or disposal of:
(1) "Your product”;

(2) "Your work"; or

-

(3) “Impaired property"”;

if such product, work, or property is withdrawn or recalled from the market or from use by any person or
organization because of a known or suspected defect, deficiency, inadequacy or dangerous condition in
it.

Exclusions c. through n. do not apply to damage by fire to premises rented to you. A separate limit of
insurance applies to this coverage as described in LIMITS OF INSURANCE (SECTION M.

COVERAGE B. PERSONAL AND ADVERTISING INJURY LIABILITY

1. Insuring Agreement.

a.

We will pay those sums that the “insured" becomes legally obligated to pay as damages because of
“personal injury” or "advertising injury” to which this insurance applies. We will have the right and duty
to defend any “suit" seeking those damages. We may at our discretion investigate any "occurrence"
and settle any claim or "suit" that may resuit. But:

(1) The amount we will pay for damages is limited as described in LIMITS OF INSURANCE (SECTION
i), and -

(2) Our right and duty to defend end when we have used up the applicable limit of insurance in the
payment of judgments or settlements under Coverage A or B or medical expenses under Coverage
C.

Section VII- Page 25
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provided for under SECTION Ill, SUPPLEMENTARY PAYMENTS - COVERAGES A AND B.
b.  This insurance applies to:

(1) "Personal injury" caused by an offense arising out of your business, excluding advertisi
publishing, broadcasting or telecasting done by or for you;

(2) "Advertising injury" caused by an offense committed in the course of advertising your goo
products or services:

but only if the offense was committed in the “coverage territory"” during the policy period.
2. Exclusions.
This insurance does not apply to:
a. “Personal injury” or "advertising injury”:

(1) Arising out of oral or written publication of material, if done by or at the direction of the “insure
with knowledge of its falsity;

(2) Arising out of oral or written publication of material whose first publication took place before t
beginning of the policy period;

(3) Arising out of the willful violation of a penal statute or ordinance committed by or with the consent
the “insured"; or

(4) For which the “insured" is obligated to pay damages by reason of the assumption of liability in
contract or agreement. This exclusion does not apply to liability for damages:

(@) Assumed in a contract or agreement that is an "insured contract” provided the “bodily injur
or "property damage" occurs subsequent to the execution of the contract or agreement; or

(b) That the "insured" would have in the absence of the contract or agreement. ..
b.  "Advertising injury" arising out of:
(1) Breach of contract, other than misappropriation of advertising ideas under an implied contract;
(2) The failure of goods, products or services to conform with advertised quality or performance;
(3) The wrong description of the price of goods, products or services; or

(4) An offense committed by an “insured” whose business is advertising, broadcasting, publishing
telecasting. :

COVERAGE C. MEDICAL PAYMENTS
1. Insuring Agreement.
a. We will pay medical expenses as described below for “bodily injury” caused by an accident:
(1} On premises you own or rent;

(2) On ways next to premises you own or rent; or

(3) Because of your operations:

Section VII- Page 26
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(1) The accident takes place in the "coverage territory™ and during the policy period;
(2) The expenses are incurred and reported to us within one year of the date of the accident; and

(8) The injured person submits to examination, at our expense, by physicians of our choice as often as
we reasonably require.

b. We will make these payments regardless of fauit. These payments will not exceed the applicable limit of
insurance. We will pay reasonable expenses for:

(1) First aid at the time of an accident;
(2) Necessary medical, surgical, x-ray and dental services, including prosthetic devices; and
(3) Necessary ambulance, hospital professional nursing and funeral services.
2. Exclusions. |

We will not pay expenses for “bodily injury”:

a. To any "insured."

b. To a person hired to do work for or on behalf of any “insured” or a tenant of any "insured."”

c. T(; a person injured on that part of premises you own or rent that the person normally occupies.

d. - To a person, whether or not an empioyee of any “insured,” if benefits for the “bodily injury” are payable
or must be provided under a workers’ compensation or disability benefits law or a similar law.

e. To a person injured while taking part in athletics.
f.  Included within the “products-completed operations hazard."
g. Excluded under Coverage A.

h. Due to war, whether or not declared, or any act or condition incident to war. War includes civil war,
insurrection, rebellion, or revolution.

SECTION 1i - WHO IS AN INSURED
1. [ you are designated in the Declarations as:

a. Anindividual, you and your spouse are "insureds,” but only with respect to the conduct of a business of
which you are the sole owner.

b. A partnership or joint venture, you are an “insured." Your members, your partners, and their spouses are
also "insureds," but only with respect to the conduct of your business.

c. An organization other than a partnership or joint venture, you are an “insured.” Your executive officers
and directors are “insureds,” but only with respect to their duties as your officers or directors. Your
stockholders are also “insureds," but only with respect to their liability as stockholders.

2. Each of the following is also an "insured":

a. Your employees, other than your executive officers, but only for acts within the scope of their
employment by you. However, no employee is an "insured for":

SDO003 (ED. 01-90) Page 6 of 17 PRINTED IN U.S.A.




[image: image21.png](1) "Bodily injury” or "personal injury” to you or to a co-employee while in the course of his or h
employment, or the spouse, child, parent, brother or sister of that co-employee as a consequen
of such "bodily injury" or “personal injury," or for any obligation to share damages with or rep
someone else who must pay damages because of the injury; or

(2) "Bodily injury" or “"personal injury" arising out of his or her providing or failing to provi:
professional health care services: or

(3) "Property damage" to property owned or occupied by or rented or loaned to that employee, any
your other employees, or any of your partners or members (if you are a partnership or joint venture

b.  Any person (other than your employee), or any organization while acting as your real estate manager.
C.  Any person or organization having proper temporary custody of your property if you die, but only:

(1) With respect to liability arising out of the maintenance or use of that property, and

(2) Until your legal représentative has been appointed:

d.  Your legal representative if you die, but only with respect to duties as such. That representative will ha\
all your rights and duties under this Coverage Form.

3. With respect to "mobile equipment" registered in your name under any motor vehicle registration law, ar
person is an “insured" while driving such equipment along a public highway with your permission. Any oth:
person or organization responsible for the conduct of such person is also an "insured," but only with respe
to liability arising out of the operation of the equipment, and only if no other insurance of any kind is availab

. to that person or organization for this liability. However, no person or organization is an "insured" with respe:
- to:

a.  "Bodily injury” to a co-employee of the person driving the equipment; or

b. "Property damage" to property owned by, rented to, in the charge of or occupied by you or the employe
of any person who is an "insured" under this provision.

4. Any organization you newly acquire or form, other than a partnership or joint venture, and over which yo
maintain ownership or majority interest, will qualify as a Named Insured if there is no other similar insuranc
available to that organization. However:

a. Coverage under this provision is afforded only until the 90th day after you acquire or form th
organization or the end of the policy period, whichever is earlier;

b. Coverage A does not apply to “bodily injury” or "property damage” that occurred before you acquired «
formed the organization; and

c. Coverage B does not apply to "personal injury” or “advertising injury" arising out of an offens
committed before you acquired or formed the organization.

No person or organization is an "insured” with respect to the conduct of any current or past partnership ¢
joint venture that is not shown as a Named Insured in the Declarations.

SECTION Il - LIMITS OF INSURANCE

1. The Limits of Insurance shown in the Declarations and the rules below fix the most we will pay regardless ¢
the number of: -

a. "Insureds";
b. Claims made or “suits” brought; or

C. Persons or organizations making claims or bringing " suits."
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The General Aggregate Limit is the most we will pay for the sum of:
a. Medical expenses under Coverage C; and

b. Damages under Coverage A and B, except damages because of injury and damage included in the
“products-completed operations hazard", because of:

(1) Injury or damage which occurs at each "location";
(2) Injury or damage which occurs at each "project”;

(3) Injury or damage which occurs away from the locations or projects described in (b)(1) or (b){2)
above.

The General Aggregate Limit applies separately to each “location" and “project” referred to in
paragraphs (b)(1) and (b)(2) above and to all injury or damage described in paragraph (b)(3) above.

“Location” means the same or connected lots or premises owned by or rented to you or such lots or
premises whose connection is interrupted only by a street, roadway, waterway or right of way of a
railroad.

“Project" means an area other than a "location” at which you are performing operations pursuant to a
contract or agreement.

The Products-completed Operations Aggregate Limit is the most we will pay under Coverage A for damages
because of "bodily injury” and “property damage"” included in the “products-completed operations hazard."

Subject to 2. above, the Personal and Advertising Injury Limit is the most we will pay under Coverage B for
the sum of all damages because of all “personal injury" and all “advertising injury” sustained by any one
person or organization.

Subject to 2. or 3. above, whichever applies, the Each Occurrence Limit is the most we will pay for the sum
of:

a. Damages under coverage A; and
b.  Medical expenses under Coverage C
because of all “bodily injury” and "property damage" arising out of any one "occurrence."

Subject to 5. above, the Fire Damage Limit is the most we will pay under Coverage A for damages because
of "property damage" to premises rented to you arising out of any one fire.

Subject to 5. above, the Medical Expense Limit is the most we will pay under Coverage C for all medical
expenses because of “bodily injury" sustained by any one person.

Supplementary Payments - Coverages A and B
a.  We will pay, with respect to any claim or "suit" we defend:
(1) All expenses we incur.

(2) Up to $250 for cost of bail bonds required because of accidents or traffic law violations arising out
of the use of any vehicle to which the Bodily Injury Liability Coverage applies. We do not have to
furnish these bonds. ’

(3) The cost of bonds to release attachments, but only for bond amounts within the applicable limit of
insurance. We do not have to furnish these bonds. :

PRINTED INU.SA.




[image: image23.png](4) Al reasonable expenses incurred by the “insured" at our request to assist us in the investigatior
defense of the ciaim or "suit," including actual loss of earmnings up to 3100 a day because of
off from work.

(5) All costs taxed against the “insured" in the "suit.”

(6) Prejudgment interest awarded against the “insured” on that part of the judgmept we pay. If
make an offer to pay the applicable limit of insurance, we will not pay any prejudgment inter
based on that period of time after the offer.

(7) Al interest on the full amount of any judgment that accrues after entry of the judgment and bef:
we have paid, offered to pay, or deposited in court the part of the judgment that is within -
applicable limit of insurance.

b.  These payments will not reduce the limits of insurance.

The above limits of this Coverage Form apply separately to each consecutive annual period and to 2
remaining period of less than 12 months, starting with the beginning of the policy period shown in t

months. In that case, the additional period will be deemed to be part of the last preceding period for t
purposes of determining the Limits of Insurance.

SECTION Iv - COMMERCIAL GENERAL LIABILITY CONDITIONS
1. Bankruptcy. -

Bankruptcy or insolvency of the "insured” or of the “insured’s” estate will not relieve us of our obligatior
~ . under this Coverage Form.

2. Duties In The Event Of Occurrence, Claim Or Suit.

a. You must see to it that we are notified as soon as practicable of an “occurrence” or an offense whic
may result in a claim. To the extent possible, notice should include:

(1) How, when and where the "occurrence” or offense took place;

(2) The names and addresses of any injured persons and witnesses; and

(3) The nature and location of any injury or damage arising out of the “occurrence” or offense.
b. If a claim is made or “suit” is brought against any “insured," you must:

(1) Immediately record the specifics of the claim or “suit" and the date received; and

(2) Notify us as soon as practicable.

You must see to it that we receive written notice of the claim or "suit” as soon as practicable.
€. You and any other involved "insured" must;

(1) Immediately send us copies of any demands, notices, summonses or legal papers received i
connection with the claim or “suit";

(2) Authorize us to obtain records and other information;
(3) Cooperate with us in the investigation, settlement or defense of the claim or “suit"; and
(4) Assist us, upon our request, in the enforcement of any right against any person or organizatior

which may be liable to the “insured" because of injury or damage to which this insurance may alsc
apply. Section VII- Page 30
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any expense, other than for first aid, without our consent.

3. Legal Action Against Us.
No person or organization has a right under this Coverage Form:
a. To join us as a party or otherwise bring us into a'"suit" asking for damages from an “insured”; or
b. To sue us on this Coverage Form unless all of its terms have been fully complied with.
A person or organization may sue us to recover on an agreed settlement or on a final judgment against an
"insured" obtained after an actual trial, but we will not be liable for damages that are not payable under the
terms of this Coverage Form or that are in excess of the applicable limit of insurance. An agreed settlement
means a settlement and reiease of liability signed by us, the “insured" and the claimant or the claimant’s
legal representative.

4. Other Insurance.

If other valid and collectible insurance is available to the “insured” for a loss we cover under Coverages A or
B of this Coverage Form, our obligations are limited as follows:

a. Primary Insurance
This insurance is primary except when b. below applies. If this insurance is primary, our obligations are
not affected unless any of the other insurance is also primary. Then, we will share with all that other
insurance by the method described in c. below.

b. * Excess Insurance

This insurance is excess over any of the other insurance, whether primary, excess, contingent or on any
other basis:

(1) That is Fire, Extended Coverage, Builder’s Risk, Installation Risk or similar coverage for "your work":
(2) That is Fire insurance for premises rented to you; or

(3) If the loss arises out of the maintenance or use of aircraft, "autos" or watercraft to the extent not
subject to Exclusion g. of Coverage A (Section ). ‘

When this insurance is excess, we will have no duty under Coverage A or B to defend any claim or
“suit” that any other insurer has a duty to defend. If no other insurer defends, we will undertake to do so,
but we will be entitled to the “insured’s" rights against all those other insurers.

When this insurance is excess over other insurance, we will pay only our share of the amount of the
loss, if any, that exceeds the sum of: '

(1) The total amount that all such other insurance would pay for the loss in the absence of this
insurance; and

(2) The total of all deductible and self-insured amounts under all that other insurance.

We will share the remaining loss, if any, with any other insurance that is not described in this Excess
Insurance provision and was not bought specifically to apply in excess of the Limits of Insurance shown
in the Declarations of this Coverage Form.

€. Method of Sharing

If all of the other insurance permits contribution by equal shares, we will follow this method also. Under
this approach each insurer contributes equal amounts until it has paid its applicable {imit-of insurance or
none of the loss remains, whichever comes first.
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Under this method, each “insurer’s" share is based on the ratio of its applicable limit of insurance to t
total applicable limits of insurance of ali insurers.

Nuclear Energy Liability Exclusion Endorsement (Broad Form)

This Coverage Form does not apply:

a.

Under any Liability Coverage, to "bodily injury;' or “property damage":

(1) With respect to which an “insured" under the policy is also an "insured" under a nuclear ener¢
liability policy issued by Nuclear Energy Liability Insurance Association, Mutual Atomic Enerc
Liability Underwriters, Nuclear Insurance Association of Canada, or any of their successors, ¢
would be an “insured" under any such policy but for its termination upon exhaustion of its limit «
liability; or

(2) Resulting from the “hazardous properties” of “nuclear material" and with respect to which (a) an
person or organization is required to maintain financial protection pursuant to the Atomic Energy Ac
of 1954, or any law amendatory thereof, or (b) the "insured" is, or had this policy not been issue.
would be, entitled to indemnity from the United States of America, or any agency thereof, under an
agreement entered into by the United States of America, or any agency thereof, with any person ¢
organization.

Under any Medical Payments coverage, to expenses incurred with respect to “bodily injury" resultine
from the “hazardous properties” of “nuclear material” and arising out of the operation of a "nuclea

+ facility” by any person or organization.

Under any Liability Coverage, to "bodily injury” or "property damage" resuiting from the "hazardous
properties” of "nuclear material,” if-

(1) The "nuclear material” (a) is at any "nuclear facility” owned by, or operated by or on behalf of, ar
"insured” or (b) has been discharged or dispersed therefrom;

(2) The “"nuclear material” is contained in "spent fuel” or "waste" at any time possessed, handled.
used, processed, stored, transported or disposed of by or on behalf of an "insured"_or

(3) The "bodily injury" or "property damage" arises out of the furnishing by an “insured” of services.
materials, parts or equipment in connection with the planning, construction, maintenance, operation
or use of any “nuclear facility,” but if such facility is located within the United States of America, its
territories or possessions or Canada, this exclusion (3) applies only to “property damage" to such
"nuclear facility” and any property thereat.

‘As used in this endorsement:

"HAZARDOUS PROPERTIES" include radioactive, toxic or explosive properties.
“NUCLEAR MATERIAL" means “source hateria!," "special nuclear material" or "by-product material."

"SOURCE MATERIAL," "SPECIAL NUCLEAR MATERIAL," and "BY-PRODUCT MATERIAL" have the
meanings given them in the Atomic Energy Act of 1954 or in any law amendatory thereof.

“SPENT FUEL" means any fuel element or fuel component, solid or liquid, which has been used or
expased to radiation in a “nuclear reactor.” ’

"WASTE" means any waste material (a) containing “by-product material® other than the tailings or
wastes produced by the extraction or concentration of uranium or- thorium from any ore processed
primarily for its "source material® content, and (b) resulting from the operation by any person or
organization of any "nuclear facility" included under the first two paragraphs of the definition of "nuclear
facility.”
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(@) Any "nuclear reactor";

(b) Any equipment or device designed or used for (1) separating the isotopes qf uranium or plutonium,
(2) processing or utilizing “spent fuel”, or (3) handling, processing or packaging "waste";

(c) Any equipment or device used for the processing, fabricating or alloying of "special nuclear
material” if at any time the total amount of such material in the custody of the “insured" at the
premises where such equipment or device is located consists of or contains more than 25 grams of
plutonium or uranium 233 or any combination thereof, or more than 250 grams of uranium 235:

(d) Any structure, basin, excavation, premises or place prepared or used for the storage or disposal of
"waste";

and includes the site on which any of the foregoing is located, all operations conducted on such site and
all premises used for such operations.

"NUCLEAR REACTOR" means any apparatus desigmed or used to sustain nuclear fission in a
self-supporting chain reaction or to contain a critical mass of fissionable material.

"PROPERTY DAMAGE" includes all forms of radioactive contamination of property.
6. Representations.
By acc"'épting this ﬁolicy. you agree:
a- The statements in the Declarations are accurate and complete;
b. Those statements are based upon representations you made to us; and
€. We have issued this policy in reliance upon your representations.
7. Separation Of Insureds.

-

Except with respect to the Limits of Insurance, and any rights or duties specifically assigned in this Coverage
Form to the first Named Insured, this insurance applies:

a. Asif each Named Insured were the only Named Insured; and
b.  Separately to each “insured"” against whom claim is made or "suit" is brought.

8. Transfer Of Rights Of Recovery Against Others To Us.
If the “insured" has rights to recover all or part of any payment we have made under this Coverage Form,
those rights are transferred to us. The “insured” must do nothing after loss to impair them. At our request,
the "insured" will bring “suit" or transfer those rights to us and help us enforce them.

9. When We Do Not Renew.

If we decide not to renew this Coverage Form, we will mail or deliver to the first Named Insured shown in the
Declarations written notice of the nonrenewal not less than 30 days before the expiration date.

If notice is mailed, proof of mailing will be sufficient proof of notice.
10.  Motor Vehicle Laws.

a. When this Coverage Form is certified as proof of financial responsibility for the future under the
provisions of any motor vehicle financial responsibility law, the insurance provided by this Coverage Form
for "bodily injury” liability or “property damage" liability will comply with the orovisions of the law to the
extent of the coverage and limits of insurance required by that law.
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uninsured motorists, underinsured motorists, no-fault or other coverages required by any motor veh
insurance law. We will provide the required limits for those coverages.

SECTION V - DEFINITIONS

"Advertising injury” means injury arising out of one or more of the following offenses:

a.  Oral or written publication of material that slanders or libels a person or organization or disparage:
person’s organization's goads, products or services;

b.  Orai or written publication of material that violates a person’s right of privacy;
. Misappropriation of advertising ideas or style of doing business; or
d. Infringement of copyright, title or slogan.

“Auto” means a land motor vehicle, trailer or semitrailer designed to travel on public roads, including &
attached machinery or equipment. But "auto" does not include "mobile equipment.”

"Bodily injury" means bodily injury, sickness or disease sustained by a person, including death resulting frc
any of these at any time.

"Coverage territory" means:

a. The United States of America (including its territories and possessions). Puerto Rico and Canada;

© b. International waters or airspace, provided the injury or damage does not occur in the course of travel

transportation to or from any place not included in a. above; or
C. All parts of the world if:
(1) The injury or damage arises out of:
(@) Goods or products made or sold by you in the territory described in a. above:-or

(b} The activities of a person whose home is in the territory described in a. above, but is away f
a short time on your business; and

(2) The “insured’'s" responsibility to pay damages is determined in a “suit" on the merits, in tf
territory described in a. above or in a settlement we agree to.

“Impaired property" means tangible property, other than "your product” or "your work" that cannot be use
or is less useful because:

a. It incorporates "your product” or “your work" that is known or thought to be defective, deficier
inadequate or dangerous, or

b.  You have failed to fulfill the terms of a contract or agreement;

if such property can be restored to use by:

a. The repair, replacement, adjustment or removal of “your product” or "vour work"; or
b.  Your fulfilling the ferms of the contract or agreement.

a. “Insured" means any person or organization qualifying under SECTION Il - WHO IS AN INSURED.
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(1) A lease of premises:
(2) A sidetrack agreement:

(3) Any easement or license agreement, except in connection with construction or demolition operations
on or within 50 feet of a raiiroad:

(4) An obligation, as required by ordinance, to indemnify a municipality, except in connection with work
for a municipality;

(5) An elevator maintenance agreement;

(6} That part of any other contract or agreement pertaining to your business (including an
indemnification of a municipality in connection with work performed for a municipality) under which
you assume the tort liability of another party to pay for “badily injury” or "property damage" to a
third person or organization. Tort liability means a liability that would be imposed by law in the
absence of any contract or agreement.

An "insured contract" does not include that part of any contract or agreement:
a. That indemnifies any person or organization for "bodily injury" or "property damage" arising out of
construction or demolition operations, within 50 feet of any railroad property and affecting any railroad

bridge or trestle, tracks, road-beds, tunnel, underpass or crossing;

That indemnifies an architect, engineer or surveyor for injury or damage arising out of:

o

(1) Preparing, approving or failing to prepare or approve maps, drawings, opinions, reports, surveys,
change orders, designs or specifications; or

(2) Giving directions or instructions or failing to give them, if that is the primary cause of the injury or
damage; '

¢.  Under which the "insured” if an architect, engineer or surveyor, assumes liability for an inTury or damage
arising out of the “insured’s" rendering or failure to render professional services, including those listed in
b. above and supervisory, inspection or engineering services, or

d. Thatindemnifies any person or organization for damage by fire to premises rented or loaned to you.

7. "Loadi_ng or unloading” means the handling of property:

a. After it is moved from the place where it is accepted for movement into or onto an aircraft, watercraft or
“auto";

b. Whileitis in oron an aircraft, watercraft or "auto": or
C. While itis being moved from an aircraft, watercraft or "auto” to the place where it is finally delivered;

but “loading or unioading” does not include the movement of property by means of a mechanical device,
other than a hand truck, that is not attached to the aircraft, watercraft or "auto."

8. "Mobile equipment” means any of the following types of land vehicles, inciuding any attached machinery or
equipment:

a. Bulldozers, farm machinery, forklifts and other vehicles designed for use pﬁncipally off public roads;

b.  Vehicles maintained for use solely on or next to premises you own or rent;
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Vehicles, whether self-propelled or not, maintained primarily to provide mobility to permanently mounted-
(1) Power cranes, shovels, loaders, diggers or drills; or

(2) Road construction or resurfacing equipment such as graders, scrapers or rollers;

Vehicles not described in a., b., c., or d. above that are not self-propelled and are maintained primarily -
provide mobility to permanently attached equipment of the following types:

(1) Air compressors, pumps and generators, including spraying, welding, building cleaning, geophysic
exploration, lighting and well servicing equipment; or

(2) Cherry pickers and similar devices used to raise or lower workers.

Vehicles not described in a., b., c., or d. above maintained primarily for purposes other than th
transportation of persons ‘or cargo.

However, self-propelled vehicles with the following types of permanently attached equipment are n«
“mobile equipment"” but will be considered “autos".

(1) Equipment designed primarily fo.r:'
(a) Snow removal;
(b} Road maintenance but not construction or resurfacing;
(c) Street cleaning.

(2) Cherry pickers and similar devices mounted on automobile or truck chassis and used to raise ¢
lower workers; and

(38) Air compressors, pumps and generators, including spraying, welding, building cleaning, geophysic:
exploration, lighting and well servicing equipment. -

8. "Occurrence” means an accident, including continuous or repeated exposure to substantially the sam.
general harmful conditions.

10 “Personal injury" means injury, other than “bodily injury,” arising out of one or mare of the following offenses
a. : False arrest, detention or imprisonment;
b. Malicious prosecution;
c. The wrongful eviction from, wrongful entry into, or invasion of the right of private occupancy of a roorr
dwelrling or premises that a person occupies by or on behalf of its owner, landlord or lessor;
d. Oral or written publication of material that slanders or libels a person or organization or disparages
person’s or organization's goods, products or services; or
e.  Oral or written publication of material that violates a person’s right of privacy.
11. a. "Products-completed operations hazard" includes all "bodily injury" and "property damage" occurrin
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away from premises you own or rent and arising out of "your product” or "your work" except:
(1) Products that are still in your physical possession; or

(2) Work that has not yet been completed or abandoned.
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(1) When all of the work called for in your contract has been completed.

(2) When all of the work to be done at the site has been completed if your contract calls for work at
more than one site.

(3) When that part of the work done at a job site has been put to its intended use py any person or
organization other than another contractor or subcontractor working on the same project.

Work that may need service, maintenance, correction, repair or replacement, but which is otherwise
complete, will be treated as completed.

€.  This hazard does not include “bodily injury* or “property damage" arising out of:

(1) The transportation of property, unless the injury or damage arises out of a condition in or on a
vehicle created by the "lgading or unloading” of it;

(2) The existence of tools, uninstalied equipment or abandoned or unused materials:

(3) Products or operations for which the classification in this Coverage Form or in our manual of rules
includes products or completed operations.

12. "Property damage" ‘means:

a.  Physical injury to tangible property, including all resulting loss of use of that property. All such loss of use
_ shall be deemed to occur at the time of the physical injury that caused it; or

b. Loss of use of tangible property that is not physically injured. All such loss shall be deemed to occur at
the time of the "occurrence" that caused it.

13. "Suit" means a civil proceeding in which damage because of "bodily injury,” “property damage," "personal
injury” or "advertising injury” to which this insurance applies are alleged. “Suit" includes:

a.  An arbitration proceeding in which such damages are claimed and to which you must submit or do
submit with our consent; or

b.  Any other alternative dispute resolution proceeding in which such damages are claimed and to which you
submit with our consent.

14. "Your product” means:

a. Any goods or products, other than real property, manufactured, sold, handled, distributed or disposed of
by:

{1} You;
(2) Others trading under your name; or
(3) A person or organization whose business or assets you have acquired; and

b. Containers (other than vehicles), materials, parts or equipment furnished in connection with such goods
or products.

"Your product” includes:

a. Warranties or representations made at any time with respect to the fitness, quality, durability,
performance or use of "your product”; and
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“Your product” does not include vending machines or other property rented to or located for the use o
others but not sold.

15. "Your work" means:
a. Work or operations performed by you or on your behalf; and
b.  Materials, parts or equipment furnished in connection with such work or operations.

"Your work" inciudes:

a. Warranties or representations made at any time with respect to the fitness, quality, durability.
performance or use of "your work™; and

b.  The providing of or failure to provide warnings or instructions.
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VIII. CHAPTER COUNCIL

Chapter Council Representative

	Function:
	The Chapter Council Representative represents the Philadelphia Regional Chapter at the MLA, Inc. Chapter Council and performs such other duties as the Chairperson may assign between meetings of the Council. The Chapter Representative is a voting member of the Board.

	
	

	Requirements:
	The Representative must be a Voting Member of MLA, Inc. and the Philadelphia Regional Chapter/MLA. S/he should be familiar with recent concerns and activities of the Chapter and of MLA, Inc. (usually through a recent term as an Officer or Committee Chairman). Must attend Chapter Council meetings of MLA, Inc. Annual Meeting.

	
	

	Expenses:
	The Chapter will pay the travel expenses of the Chapter Council Representative to the MLA, Inc. Annual Meeting. (Board Minutes 7/9 1)

	
	

	Selection:
	The Representative is elected by mail ballot sent to all Voting Members of MLA, Inc. who are Philadelphia Regional Chapter members.

	
	

	Term:
	Three years.

	
	

	Duties:
	· Attends Chapter Board, Executive Committee and MLA, Inc. Annual Meetings.

· Attends all Chapter Council meetings.

· Serves on at least one Chapter Council Committee.

· Implements Chapter Council decisions.

· Gathers information and on relevant Chapter issues to communicate to the Chapter Council.

· Informs Chapter membership of issues discussed by Chapter Council and solicits comments and suggestions.

· Prepares and submits copy for The Chronicle on Chapter Council issues.

· At each Board meeting, presents oral and written reports on Chapter Council concerns, activities, or other issues of importance to the Chapter.

· Works with the Chapter Nominating Committee to assure the election of a new Chapter Council Representative and Alternate.

· Assures the selection of a MLA, Inc. Nominating Committee nominee. Submits name and completed biographical form to the MLA, Inc. Chapter Council Elections Committee thirty days prior to the MLA, Inc. Annual Meeting.

· Keeps the Alternate and other Chapter officers apprised of Chapter Council issues.

· Seeks high visibility in the Chapter.

· Submits Mid—Winter and Annual Reports on activities as Chapter Representative to MLA, Inc. Council Chair by designated deadlines.

· Copies official correspondence and reports to the Archives.


Chapter Council Alternate

	Functions:
	The Chapter Council Alternate represents the Philadelphia Regional Chapter at the MLA, Inc. Chapter Council in the absence of the Chapter Council Representative, and performs such other duties as the Chairperson may assign between meetings of the Council.

	
	

	Requirement:
	The Alternate must be a Voting Member of MLA, Inc. and the Philadelphia. Regional Chapter/MLA. S/be should be familiar with recent concerns and activities of the Chapter and of MLA, Inc.

	
	

	Expenses:
	The Chapter will pay the travel expenses of the Chapter Council Alternate to the MLA, Inc. Annual Meeting. (Board Minutes 7/91)

	
	

	Selection:
	The Alternate is elected by mail ballot sent to all Voting Members of MLA, Inc. who are Philadelphia Regional Chapter/MLA members.

	
	

	Term:
	Three years.

	
	

	Duties:
	· Attends Board and Executive Committee meetings as a voting member.

· Serves as a non-voting member of the Chapter Council, except when the Philadelphia Regional Chapter Council Representative is not present at a Council meeting, the Alternate shall temporarily assume the office of Representative, including the right to vote. Participates in informal votes as requested by the Chapter Council Chair to get a “sense of the group” on issues presented to Chapter Council.

· Replaces the Chapter Council Representative should he/she be elected Chapter Council Chair or become unable to complete the term of office. A new Alternate from the Philadelphia Regional Chapter shall be elected by the Chapter when this occurs, and shall serve the remaining term of the Alternate who is being replaced.

· Serves on at least one Chapter Council Committee and/or subcommittees. (Board Minutes 9/95)

· Works with the Chapter Council Representative to gather information for the Chapter Table at MLA, Inc. Annual Meeting. (Board Minutes 1/90)

· Copies official correspondence and reports to the Archives.


IX. PARLIAMENTARIAN

	Functions:
	The Parliamentarian serves as the authority on proper usage of parliamentary procedure in the conduct of Chapter, Board and Executive Committee meetings.

	
	

	Requirements:
	The Parliamentarian must be a Voting Member of MLA, Inc. and the Philadelphia Regional Chapter/MLA. The Parliamentarian must have knowledge of the Chapter Bylaws, the Policy and Procedure Manual and correct parliamentary procedure.

	
	

	Selection:
	The Parliamentarian is appointed by the Chairperson.

	
	

	Term:
	One year.

	
	

	Duties:
	· Interprets the rules and practices which govern the proceedings of Chapter, Board and Executive Committee meetings.

· Serves as an ex-officio voting member of the Bylaws Committee.

·  Attends Board meetings as a non-voting participant, unless also serving as Bylaws Committee Chair.


X. COMMITTEES

Nominating Committee
	Established:
	Prior to 1963

	
	

	Revised:
	June 2004

	
	

	Composition:
	· Three members.

· Chair is the Chapter’s Immediate Past Chairperson and serves a one year term; must be Voting Member of MLA, Inc. and the Philadelphia Regional

· Chapter/MLA.

· Members are appointed annually for a one year term by the Immediate Past Chairperson; must be approved by the Board; (Board Minutes 11/87) must be voting members of the Chapter. Members should be familiar with Chapter membership.

· Committee shall be formed no later than 75 days prior to the Annual Meeting.

	
	

	Charge:
	· Submits an article to The Chronicle prior to selection process asking for nominations and encouraging members to nominate themselves.

· Reviews the qualifications of possible candidates, selects and nominates them for Chapter offices of Chairperson-Elect, Secretary, Treasurer, Chapter Council Representative and Alternate. At least one candidate for each position will be nominated. If there is only one candidate, a write-in option should appear on the ballot.

· Informs potential candidates of the duties of the position, length of term, membership requirements, and meeting schedules.

· Communicates to the membership information about candidates nominated for Chapter offices. Prepares, mails, and tallies election ballots; announces results at Annual Meeting.

· Identifies areas for change in election procedures.

· Copies official correspondence, publications and reports to the Archives.

	
	


Election Procedures

Allow at least one to two months to put a slate of candidates together. At lease one candidate for each position will be nominated. If there is only one candidate, a write-in option should appear on the ballot.

Contact Program Chair in January, early February to obtain the date of the Annual Meeting.

Mail election ballots to the Chapter membership at least thirty days prior to the Chapter’s Annual Meeting. (Chapter Bylaws, Article V.11., Section 3)

Review job description, term of office and any additional requirements of the position with all potential candidates.

Send all candidates Biographical Information Form to obtain information to be included with the election ballot.

Prepare election ballot and information on candidate’s qualifications and experience.

Copy ballots on 8 1/2 x 11 colored paper in order to deter duplication. Faxed ballots are not counted.

Mail minutes of the previous year’s Annual Meeting with election ballots.

Notify Chapter Membership on the election ballot that ballots are to be returned by mail ten days prior to the Annual Meeting. (Chapter Bylaws, Article VU., Section 3)

Obtain mailing labels of the current Chapter membership from the Chair of the Membership Committee.

Nominating Chair calls meeting of Committee to count the ballots. The candidate who has the majority of votes for each office shall be declared elected. In case of a tie, selection among the candidates is by lot. The Executive Committee is notified of the results. The Candidates are contacted by phone as soon as possible. A follow-up letter is sent to all candidates thanking them for their interest in the Chapter and their willingness to run for office. If possible the Chapter Chairperson should seek a role at the Board level for those who were not elected.

Results are announced in the next issue of The Chronicle at the Chapter’s Annual Meeting; and on the Chapter LISTSERV, MLA-PHIL@hslc.org.
Chapter Council Election
In a year when the Chapter is also electing a Chapter Council Representative and Alternate, a separate mail ballot, including background information on each candidate, is sent to all Chapter members who are also Voting Members of MLA, Inc. (Electronic vote 4/96) At least one candidate for each position will be nominated. If there is only one candidate, a write-in option should appear on the ballot.
Date: Thu, 01 May 2003 16:02:14 -0400

To: hardy@drexel.edu

From: "Eric P. Delozier" <epd103@psu.edu>

Subject: MLA-PHIL Chairperson-elect

Cc: Pat Heller <heller@pobox.upenn.edu>, Betty Warner <Betty.Warner@MAIL.TJU.EDU>

X-Attachments: C:\Scratch\MLA-PHIL\ChairpersonRespon.pdf;

Dear Lenore,

Thank you for agreeing to be a candidate for a special election to fill the position of Chairperson-elect of MLA-PHIL. The election will be held immediately after the MLA Annual Meeting in May. It will be my responsibility as Nominating Committee Chair to coordinate the special election.

As you probably know, this position is a three-year commitment. Attached, as a Adobe PDF file, are descriptions for the three positions of Chairperson-Elect/Program Committee Chair, Chairperson, and Nominating Committee Chair.

When the ballots are sent to the membership, we will include your biographical information. According to our Chapter Policy Procedure Manual, I am required to collection the following information from you:

* Name (as you wish it to appear on the election ballot)

* Office for which you are a candidate

* Current Position (title, start date, place of employment)

* Previous two positions (titles, dates held, place of employment)

* Professional memberships during the past five years (include dates of membership)

* Offices held during the past five years (include dates and names of organizations)

* Publications or major presentations during the past five years

* Other achievements during the past five years

I would appreciate if you could send me the above information by May 8, 2003. If you have any questions, please don't hesitate to call or send me an e-mail.

Best regards,

--Eric Delozier

--------------------------------------------

Eric P. Delozier, Electronic Services Librarian

Library / Penn State Harrisburg

351 Olmsted Drive / Middletown, PA  17057

mailto:epd103@psu.edu / 717-948-6373 (voice) / 717-948-6381 (fax)

MLA

Philadelphia Regional Chapter / Medical Library Association
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Annual Meeting, May 21, 1997
Recognition of Recently-Retired Chapter Member:

FRIEDA LIEM

, I first'met Frieda Liem when she was working at Eastern Pennsylvania Psychiatric Institute, next
door to the Medical College of PA. I came to know her as an approachable, caring professional who was
always willing to help a colleague in need! I think everyone who knows her appreciates Frieda's personal
warmth and kindness, and can easily visualize her smile - with sometimes a hint of mischief in it!

Over ten years ago, Frieda moved on to Norristown State Hospital to take charge of the Staff
Library. One of her accomplishments there was acting as Program Director for an NLM grant that
enabled a group of state hospital libraries to use computer and fax equipment for communication and
information searching. I'd like to quote from the employee newsletter of April 1997, which recognizes
Frieda’s work:

“Since her employment at Norristown State Hospital in 1986, Frieda Liem has provided quality
library service to all hospital staff and students. Her responsiveness, courteousness and diligence
have earned her many friends throughout her tenure here. She has always gone the extra mile o
provide the best possible service to her fellow workers, and so, ultimately, to the patients at
Norristown State Hospital.”

: Frieda, I think we’d all like to come with you on your upcoming trip to Australia and New
Zealand, but since we can't, I;{APPY TRAVELS, and congratulations on your retirement.

- 5

' Martha Kirby

P




March 26, 2004

To: MLA-PHIL Members

From: MLA-PHIL Nominating Committee (Eric Delozier, Chair; Pat Heller; Elizabeth Warner)

Re: Annual Elections

In accordance with our Chapter Bylaws, the Nominating Committee shall present annually at least one nominee for each office to be filled. Two elected officers, Chairperson-elect/Program Committee Chair and Treasurer, are needed for 2004-2005.

Enclosed are the minutes from 2003 Annual Business Meeting, election ballot, and biographical information for the candidates who have graciously agreed to run for Chairperson-elect/Program Committee Chair and Treasurer. Please take a moment of your time and cast your vote accordingly. Should you decide to vote for a write-in nominee, please be sure the individual belongs to both MLA and the Philadelphia Regional Chapter. Completed ballots must be postmarked no later than April 16, 2004 and mailed to:

Betty Warner

MLA-Philadelphia Nominating Committee

421 East Melrose Avenue

Westmont, NJ 08108-2510

Philadelphia Regional Chapter, Medical Library Association

Election Ballot
Chairperson-Elect/Program Committee Chair, 2004-2005
	
	
	

	
	
	Daniel G. Kipnis

	
	
	

	
	
	

	
	
	You may use the space above for a write-in candidate.


Treasurer, 2004-2006
	
	
	

	
	
	Stephanie Ferretti

	
	
	

	
	
	

	
	
	You may use the space above for a write-in candidate.


Please mark ballot clearly and mail (postmarked no later than April 16, 2004) to:

Betty Warner

MLA-Philadelphia Nominating Committee

421 East Melrose Avenue

Westmont, NJ 08108-2510

Philadelphia Regional Chapter, Medical Library Association

Candidate Biographical Information

Chairperson-Elect/Program Committee Chair, 2004-2005

Daniel Kipnis, M.S.:
Candidate for Chairperson-Elect/Program Committee Chair

Current Position:
Education Services Librarian, Scott Memorial Library, Thomas Jefferson University, 2001-
Previous Positions:
Reference Assistant, Taubman Medical Library, University of Michigan, 1999-2000

Assistant Research Librarian, Avalon Investments, 1999

Professional Memberships:
Medical Library Association (MLA), 2001-

Philadelphia Regional Chapter, MLA (MLA-PHIL), 2001-

Record of Professional Participation:
MLA-PHIL Education and Credentialing Committee, Chair, 2002-2004

MLA-PHIL Program Committee, Member, 2002-2003

Quint Essential Conference Continuing Education Committee, Member, 2003.

Publications and Presentations:
Kipnis, D. and A. Frisby. “Teaching Medical Informatics Online.” Academic Exchange Quarterly. Vol. 7. No. 1, Spring 2003, pp.11-16.
Kipnis, D. “Bibliographic Instruction: The Need to Edutain” LOEX News, Vol. 29, No. 1, Spring 2002, pp. 9-10.
Kipnis, D. “E-Learning Tools:  The Online Perspective” (Presentation). Computers in Libraries Conference, March 15, 2002, Washington DC
Philadelphia Regional Chapter, Medical Library Association

Candidate Biographical Information

Treasurer, 2004-2006

Stephanie Ferretti, MLS:
Candidate for Treasurer

Current Position:
Associate Director of the Library and Educational Information Systems, O.J. Snyder Memorial Library, Philadelphia College of Osteopathic Medicine, 2002-
Previous Positions:
Associate Director, Health Sciences Center Library, Temple University, 1997-2002

Serials Librarian and Assistant Systems Manager, Lourdes Library, Gwynedd Mercy College, 1993-1997

Professional Memberships:
Medical Library Association (MLA), 1997-

Philadelphia Regional Chapter, MLA (MLA-PHIL), 1997-

Record of Professional Participation:
MLA, Technical Services Committee, Member, 1997-2002

MLA, Public Services Committee, Member, 2002-

MLA-PHIL, Treasurer, 2003-2004

Health Sciences OCLC Users Group, 1997-

Philadelphia Regional Chapter of MLA

Annual Business Meeting

The Radnor Hotel

St. Davids, PA

Tuesday April 29, 2003
Call to Order:

Chapter Chair Eric Delozier called the Annual Business Meeting of the Philadelphia Regional Chapter of MLA to order at 7:18 PM.

Minutes:

The minutes of the Annual Business Meeting of April 16, 2002 were approved as distributed.

Chapter Chair’s Report:

Eric Delozier reported that the chapter had sponsored three continuing education workshops during the year: Advanced HTML: Cascading Style Sheets, Making PubMed work for You, and the Mini Medical School for Librarians.  The chapter also sponsored three programs during the year, Communicating with Physicians, Safeguarding our Patrons Privacy: What Every Librarian Needs to Know about the USA PATROIT Act, and Get HIP to HIPAA: Health Information Professionals and the Health Insurance Portability and Accountability Act.

Treasurer’s Report:

Linda Katz reported that balance in the treasury is at $18,498.57.   This total is an all time high for the chapter.

Nominating Committee:

A.   Elections

Pat Heller, Chair of the Nominating Committee, announced the results of the election.  The winners were Brad Long for Chair-Elect and Melanie Cedrone for Secretary.  It was also announced that Nina Long is unable to assume the position of Chair for the next year due to health reasons.  Therefore, Brad Long will become Chair effective May 8, 2003.  A special election will be held for a new Chair-Elect.

B.  Awards

Jenny Pierce received the Grant for Professional Development.  Karen Albert, Kevin Block, and Joan McKenzie each received the Chapter Certificate of Appreciation.  Linda Katz received the Chapter Achievement Award.  The establishment of a new award was also announced, the Randy Brenner Consumer Health Award.  The outgoing officers were also recognized and thanked for contributions: Karen Albert, Jo-Ann Babish, Eric Delozier, Pat Heller, Brad Long, Nina Long, and Rachel Resnick.  One retiring member was recognized, Robert Rooney.

The meeting adjourned at 7:47 PM for the talk by the dinner speaker, Tom Crist.  His talk was titled “Skeleton Keys: Opening the Doors to Philadelphia’ Past”.

Prepared by Bradley A. Long, Secretary.

Ad Hoc Awards Subcommittee

	Established:
	1996

	
	

	Revised:
	2004

	
	

	Composition:
	· One to ten members.

· Chairperson is the Immediate Past-Chairperson and serves a one year term; must be a Voting Member of MLA, Inc. and the Philadelphia Regional Chapter/MLA.

· Members are appointed annually by the Immediate Past-Chairperson; must be approved by the Board; must be voting members of the Chapter.

· 4. Committee should be formed at least 6 months before Annual Meeting.

	
	

	Charge:
	· Solicits applications for Beatrice Davis Education Award, Randy Brenner Consumer Health Award, and Grant Program for Professional Development by publishing announcements and articles in The Chronicle, Chapter Web site, and LISTSERV. In addition, for the Beatrice Davis Education Award, solicits applicants by contacting area library schools.

· Beatrice Davis Education and Randy Brenner Consumer Health Awards - applications due February 28.

· Grant Program for Professional Development - application due February 28 and August 28.

· Notifies winners of Beatrice Davis Education Award, Randy Brenner Consumer Health Award, and Grant Program for Professional Development one month after application due date.

· Solicits nominations for Chapter awards by publishing announcements and articles in The Chronicle on the Chapter Web site, and on the Chapter LISTSERV, MLA PHIL.

· Certificate of Appreciation

· Robert Preston Lee Memorial Award

· Chapter Achievement Award.

· Chooses award recipients.

· Presents names of proposed award recipients to Board for approval.

· Notifies award winners one month before Chapter Annual Meeting. Invites all award/grant recipients to attend Annual Meeting as honorees.

· Determines which Chapter members have retired in the past year and invites them to attend Annual Meeting as honorees. Presents them with corsages or potted plants.

· Provides verbal presentations for award recipients and retirees at Annual Meeting. Colleagues may be asked to give the presentations. (Board Minutes 5/96)

· Arranges for framed certificates, gifts, and monetary awards to be presented at Annual Meeting.

· Provides certificates for outgoing Board’ of Directors’ members. May be presented at Annual Meeting. (Board Minutes 7/97)

· Proposes Chapter members for national honors and awards. Submits the name of proposed nominees to the Board for discussion. When the Board approves submission of a nomination to MLA, Inc. for other than a major award (Noyes, Doe, Brodman, Rogers), the Nominating Committee will prepare and forward materials to MLA, Inc. For major awards, an ad hoc committee may be appointed to collect and submit the necessary documentation.

· Copies official correspondence and reports to the Archives.


Awards
Nominations for awards should be sought from the Chapter membership; however, it is usually necessary for the Ad Hoc Awards Committee to generate names. The Chair of the Nominating Committee notifies by telephone each awardee that s/he has been chosen to receive an award from the Chapter. Each awardee is asked to be present at the Annual Meeting to receive his/her award. (Board Minutes 5/92)

All award and grant winners’ dinners are subsidized by the Chapter. (Board Minutes 7/97) Dinner for one guest of the Chapter Achievement Award winner will be subsidized. Each awardee should be asked if s/he would like his/her supervisor to be notified in writing that s/he will be receiving a Chapter award.

The Ad Hoc Awards Sub-Committee or a colleague prepares presentation remarks about each awardee. Awardees are given a copy of the presentation remarks in addition to the certificates or other items specified for the awards they are receiving. Certificates are to be prepared using parchment paper and calligraphy, word processing, or desktop publishing with special fonts. Certificates are placed in a standard size frame and should be signed by the Chapter Chairperson. The experience of previous Immediate Past Chairpersons in preparing certificates and purchasing awards can be quite valuable. The Nominating Chair will submit an announcement of the awards for the issue of The Chronicle following the Annual Meeting. Photographs of the awardees should be taken at the Annual Meeting if at all possible.

Date: Thu, 08 May 2003 16:08:17 -0400

To: Pat Heller <heller@pobox.upenn.edu>, Betty Warner <Betty.Warner@mail.tju.edu>

From: "Eric P. Delozier" <epd103@psu.edu>

Subject: Welcome to the Nominating Committee!

X-Attachments: C:\epd103\MyDocs\MLAPHILSpecialElection1.doc;

Dear Pat and Betty,

Thank you both for agreeing to serve on the Philadelphia Regional Chapter/MLA Nominating Committee and Ad Hoc Awards Subcommittee. Our first task is to find a replacement to fill the position of Chairperson-Elect/Program Committee Chair.

I've drafted and attached a letter, election ballot, and biographical information for lone candidate, Lenore Hardy. Can one of you review the attached information and let me know any necessary additions, corrections, or deletions? I'd appreciate a response as soon as possible.

Just think we get to do this all over again during the early months of 2004!

Thank you so much,

--Eric Delozier, Nominating Committee Chair
--------------------------------------------

Eric P. Delozier, Electronic Services Librarian

Library / Penn State Harrisburg

351 Olmsted Drive / Middletown, PA  17057

mailto:epd103@psu.edu / 717-948-6373 (voice) / 717-948-6381 (fax) 

Chapter Achievement Award
	Purpose:
	The Chapter Achievement award is given to an individual who has made significant contributions to the Chapter and to the field. This is the Chapter’s highest award and should be reserved for outstanding individuals. This is not necessarily an “end of career” award. (Board Minutes 1/87)

	
	

	Guidelines:
	· The award may be presented annually, but it is to be presented only when a qualified candidate exists.

· Candidates must be a member of the Chapter and have made significant contributions to the Chapter.

· The award recipient will receive a framed certificate signed by the Chapter Chairperson, and one of the following: silver/crystal bowl, tray, decanter, expensive desk set, kaleidoscope, or clock. The combined cost is not to exceed $200.00. Cost of the gift should not be less than $100.00. (Board Minutes 1/87; 5/88)

· The Award is announced at the Annual Meeting.

· The awardee is notified of the award in advance of the Annual Meeting.

· The Employer, with permission of the awardee, is notified of the award in advance of the Annual Meeting.

· The Awardee’s dinner at the Annual Meeting is subsidized by the Chapter. (Board Minutes 5/92)
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The Chapter Achievement Award is presented to a member who has made
noteworthy contributions to the chapter and the profession of health science
librarianship. Itis the chapter’s highest award, and its recipients are all
outstanding individuals. I am pleased to announce that this year’s award is
presented to Jo-Ann Babish.

Our awardee has been a dedicated member of the Philadelphia Regional
Chapter/MLA and a guiding light for many years. Jo-Ann lives in Clarks Summit.
PA npear Scranton and has been the Director of Library and Media Services at
Moses Taylor Hospital for the past 20 years. Just last year she received the go-
ahead from her administration to start a consumer health library at her site so she's
hard at work setting up this new endeavor from scratch. You may have seen some
of her recent messages on the CAPHIS listserv asking about collection

development.

Now, coming all the way from Clarks Summit for chapter programs (2 hour drive)

_is a'real labor of love, but Jo-Ann has also been a member of the chapter's Board of
Directors for the past 7 years. So she has made many additional forays to the

- Philadelphia area during that time. Jo-Ann stepped into the limelight in 1991 when
she was elected chapter secretary. As soon as that tour of duty was over, she
became the Chapter Council Alternate, and subsequently, the Chapter Council
Representative. Jo-Ann has been our direct link to MLLA National and vice-versa
for the past 5 years. Her leadership with discussions of national issues has been a
marvelous benefit to the chapter's Board of Directors.

As a member of Chapter Council, she's had many interesting responsibilities -
including being the coordinator for the highly successful Chapter Sharing
Roundtables at the national conference for 3 years. In addition, she's been the MLA
News chapter page editor for the past year. We thank her for making sure that the
Philadelphia Regional Chapter gets good press in this publication.

Jo-Ann's leadership role does not stop with Moses Taylor Hospital Library and
MILA. She's also been the chairman of the Health Information Library Network of
Northeastern PA, a Network Coordinator for the BHSL Network, and Chairman of
the Pennsylvania Library Association, Northeast Chapter. Oh- and at home, she's
the leading lady for her husband, Frank, and her three children. Our hats are off
to Jo-Ann for sharing her leadership, dedication, expertise, and quiet strength with
the Philadelphia Regional Chapter/MLA. We present her with this Chhapter
Achievement Award for excellence in the profession of medical librarianship, her
outstanding contributions to ML A, and her ability to successfully juggle raising a

- family with all her other responsibilities. . '

Congratulations, Jo-Ann! We salute you!
: MMS 3/24/98




April 12, 2004

J. Robert Beck, M.D.

Chief Information Officer
Fox Chase Cancer Center

7701 Burholme Ave.

Philadelphia, PA 19111

Dear Dr. Beck,
On behalf of the Philadelphia Regional Chapter of the Medical Library Association (MLA-PHIL), I am pleased to announce that Karen Albert, Director of Library Services at the Fox Chase Cancer Center, has been chosen to receive the organization’s highest honor, The Chapter Achievement Award. Karen will be formally presented with the award during the Chapter’s Annual Business meeting on April 29, 2004.

This distinguished award is presented only when a qualified candidate who has made significant contributions to the chapter exists. Karen’s contributions have been exemplary and significant. She has chaired or co-chaired the following committees: Communications Committee, Hospitality Subcommittee for the 1998 MLA Annual Meeting, Planning Committee for the 1991 Joint Chapter Program, and Education and Credentialing Committee. For six years, Karen was co-editor of our Chapter’s newsletter, The Chronicle, and was instrumental in migrating it from a print to electronic publication. Karen was elected by her peers to represent us as Chapter Council Alternate and Representative to the Medical Library Association. Karen also served and participated in governing our association as a member of our Chapter’s Board of Directors.
Please join me in congratulating Karen on being recognized for such exemplary professional service.

Sincerely,
Eric P. Delozier, Chair
MLA-PHIL Nominating Committee and Awards Subcommittee
cc:
Karen Albert
Certificate of Appreciation
	Purpose:
	The certificate of appreciation is given to a Chapter member who has done extensive work in a specific area; e.g. work on The Chronicle contributions to a committee, etc.

	
	

	Guidelines:
	· The award may be presented annually but it is to be presented only when a qualified candidate exists.

· Candidates must be a member of the Chapter but not necessarily a member of MLA, Inc.

· The recipient will receive a framed certificate signed by the Chairperson.

· The Award is announced at the Annual Meeting. (See example)

· The Awardee is notified of the award in advance of the Annual Meeting.

· The Employer, with permission of the Awardee, is notified of the award in advance of the Annual Meeting.


Honorary Lifetime Membership

	Purpose:
	A Chapter member may be given an honorary lifetime membership on his/her retirement in recognition of his/her contributions to the Chapter.

	
	

	Guidelines:
	· The award may be presented annually but it is to be presented only when a qualified candidate exists.

· The candidate must be a member of the Chapter but not necessarily of MLA, Inc.

· The candidate must be retiring from the profession.

· The candidate must have made significant contributions to the Chapter.

· The recipient will receive a framed certificate signed by the Chapter Chairperson. (See example)
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Months ago, when the Board discussed who might effectively
lead the review and revision of the Chapter’s Strategic Plan, a
name synonymous with creativity, dedication, vision and hard
work came immediately to mind. Betty Warner was chosen as
someone who had a good history of the Chapter, had a
wonderful, creative way of looking at things and had a
dedication and “can do” attitude beyond compare.

Betty (as we knew she would) accepted the assignment with
enthusiasm and a deep interest in doing a very complete job on
a very important project. Betty challenged the Board’s thinking,
and lead our discussions around what the Strategic Plan should
be. .She almost single-handedly developed the Plan to move us
into the first two years of the 21%' C. We thank Betty and
acknowledge her work in the form of this Chapter Appreciation
Award.

Thanks, Betty!

Patti Insetta-Rath '
Chair, Phila. Regional Chapter, MLA
4/26/00
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March 29, 2001 .
. ’ £ g
Ms. Lenore Hardy ' { b
Director, Library
MCP Hahnemann University
245 N. 15" Street, MS 449

Philadelphia, PA 19102
* Dear Lenore,

/ The Philadelphia Regional Chapter of the Medical Library Association is pleased
to announce that Judy Baker, Coordinator and Associate Director for Public
Services at Hahnemann, has been chosen to receive 2 Certificate of Appreciation
for the outstanding work she did in writing the chapter history. As you know, Judy
spent many long hours and much energy on this very important chapter project.
The history is cherished by many grateful chapter members.

The award will be presented to Judy at the chapter’s annual meeting and dinner on.
Tuesday, April 3, 2001 at the Downtown Club in Philadelphia. -7

As her supervisor, 1 am sure that you share with her chapter colleagues, best
wishes to Judy.

Sincerely,

! b ~ Patricia M. Insetta-Rath
Chair, Awards Comumittee

cc: Judy Baker




[image: image37.png]I first met Sara Richardson when she was working at Methodist
Hospital. She and I were both new to the hospital field, and I
came to know her as a caring person who was always willing to
share information about new programs or ideas. _{)¢ mxﬁw~+me~04

. because of our mutual love of Opera. Sara stayed at
Methodist for 11 years and then moved on to Pennsylvania College
of Optometry from which she will be retiring. Anyonhe who knows
Sara, will tell you that she is.always ready and willing to serve
on Chapter or National committees. Listed below are just some of
Sara's achievements:

M_.A. University of N.Carolina - Russian history - 1969
Bibliographic Assistant - Paley Library, Temple U - 1969-1980
M.S. In Library Science - Drexel, 1979
Assistant Librarian - United Engineers and Constructors, 1979-1981
Library Director - Methodist Hospital , 1981-1992

: * Director of Library and Learning Resources - PA College of Optometry, 1993-

! 1998 .

MLA Activities

Local chapter:

: : Started the Chronicle, along with Diane Famny, 1982. Continued to co-edit til

i 1985

President, 1985-86. Produced first Policy and Procedures Manual. Presided over
Statewide mecting in Phila in 1986

Treasurer - 1994-1996

Committees: Archives (first committee - Bob Lee chaired), Governmental

; : Relations, CE, Task Force on Committee Structure, Local Assistance

T Committee for Annual meeting in Philadelphia - chairman of

f Subcomittee on Publicity and Promotion

i AHIP Liaison - 1992-1998

g Edited Chapter History and wrote chapter on the '80's - 1993

¢ Received Chapter Achievement Award - 1989

i * National:
Representative to Chapter Council, 1986-1989. Editor of first Chapter Column in

MLA Representative to ASTM Committee to develop Health Care Standards -

) .» 3 years
] : Credentialing Committee - 3 years -
1 ~ Professional Recognition Review Panel, AHIP - ] year

Bulletin Consulting editors panel - 3 years :

Member, National Program Committee for 1991 meeting in Chicago

Relevant Issues Section - President, Treasurer, Newsletter editor (at various
' times) '

Hospital Libraries Section - Member, Publications Committee - 2 years

I am proud to present Sara Richardson with the Chapter's Honorary
Lifetime Membership award. ip) Ré’calN:Twn 7 Aa TR botiow Fo me{'“,’k&
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Robert Preston Lee Memorial Award

	Purpose:
	The Robert Preston Lee Memorial award will be given to an individual (or group of individuals) in recognition of his/her outstanding contribution in the application of technology to the delivery of technical services in one or more of these areas: collection development, collection management, cataloging and acquisitions, information services, information technology and information systems. The candidate or candidates must exhibit both theoretical and applied knowledge of technical services which may be evidenced by:

· introduction of innovative techniques, methods or systems.

· contributions to networking and the service oriented philosophy of resource sharing.

· longstanding contributions to the field of library and information science.

· commitment to performance excellence.

· enhancement of institutional program reputation.

	
	

	Guidelines:
	· The award may be presented annually, but it is to be presented only when a qualified candidate exists.

· Candidates must be a member of the Chapter; though not necessarily of MLA, Inc.

· A group of people working as a team may jointly receive the award. At least one member of the group must be a member of the Chapter to qualify.

· Each recipient will receive a paperweight and a framed certificate, signed by the Chapter Chairperson. The combined cost is not to exceed $150.00.
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[image: image39.png]Robert Preston Lee Award 1997
Margaret K. Devlin

This year the Robert Preston Lee Award is being presented to Peggy Devlin in
recognition of her strong and unwavering commitment to improve her public’s
access to information locally and remotely through technological innovation. She
has consistently approached the introduction or enhancement of technology-based
operations with the type of clear thinking, preparation and energy that is the
hallmark of her management and leadership style. Her efforts have resulted in
great successes. The process Peggy has developed to drive technological change and
which I will share with you today is a model for all of us to emulate when faced
with the challenge of how to apply technology to library operations:

* identify the problem

* build a thorough knowledge base of potential solutions by reading, training,
/vendor presentations and site visits

* develop a technical knowledge base--software, hardware, networking, internet,
cataloging, telecommunications--so you can evaluate, implement and manage

_ the process

® encourage and require the involvement of the team—get input from those

individuals whose work and/or use of services will be affected

* build support and advocate throughout the organization—whether the library,
the university or the state education system—for technology-based solutions

* plan and budget for implementation

 actively manage and involve yourself in the project

* require ongoing communication and accountability from all participants
(including vendors)

* troubleshoot, critique and alter or change the solutions if necessary

Alti10ugh I am limited by time to recite all the achievements that led to this award,
some of Peggy’s efforts and accomplishments include:
i

1. Part of the ofiginal team (which included Bob Lee) for Jefferson’s first
automation project. '

2. Chair of the Kutztown University taskforce to develop and implement the
highest goal of the university, technology.

3. Founding member of Kutztown University’s WorldWideWeb Oversight
Committee. Under Peggy’s leadership, the Library pioneered the use of the Internet
on campus. _

4. When Peggy chaired the State System of Higher Education Library Chief
Officers (SSHELCO) in 1994-1995, the process began to electronically link the 14 state
universities. She has been instrumental in the design, development, selection and
implementation of the new Keystone Library System.




[image: image40.png]5. Under her leadership, a massive new addition to Kutztown’s Rohrbach
Library is being constructed. :

6. As a result of her commitment to technology developments at Kutztown,
Peggy has been appointed Interim Provost for Library Services and Information
Technology. Besides her stewardship of the Library, she is now responsible for
managing the departments of Information Technology and Telecommunications.
She serves as the University’s Technology Information Officer at the state level.

I think I would be remiss if I didn’t emphasize that Peggy would claim much of this
accomplishment is the result of the hard work of others—her staff and colleagues.
However, I would counter that she has demonstrated the kind of technological
leadership that the Robert Preston Lee Award seeks to recognize. I know that this
award is deeply meaningful to Peggy because of the close professional and personal
relationship that she had with Bob. And although I didn’t know him, I believe he
would have been very proud and honored that Peggy is being recognized by her
peers. I am delighted to present this award to her and also these flowers from her
sister, Kathleen, who lives in Pittsburgh and wanted to be here in spirit with Peggy.

Roderick MacNeil
May 21, 1997




Recognition of Recently Retired Chapter Members

Beatrice Davis Education Award
	Description:
	The purpose of this award is to foster and encourage library students to pursue educational activities related to health sciences librarianship. These activities may include: formal course work in a degree program; a special program (e.g., workshop); or attending the Medical Library Association, Inc. Annual Meeting. This award is not intended for books, living expenses, commuting costs or other incidental costs related to the specified course. Award monies for annual conference attendance are restricted to conference registration; travel to and from the meeting and lodging. This award will not duplicate any grants or reimbursements from the applicant’s employer, school or other source. The recipient of the Beatrice Davis Award must use the award in the current or upcoming academic year. Upon completion of the course, special program, or conference, the awardee will submit proof that the terms of the grant have been met (e.g., transcript, CE certificate, receipts). If the recipient has failed to meet these terms, the grant amount must be refunded to the Chapter.

	
	

	Frequency:
	At least every other year the Philadelphia Regional Chapter/MLA will offer an award/grant of $600.00 to a Library school student who is pursuing a career in health science librarianship.

	
	

	Eligibility:
	Individuals who are enrolled in an ALA accredited masters degree program in Library and Information Science and are interested in pursuing a career in health science librarianship.

	
	

	Application:
	Applicants must submit a letter of application not to exceed two double-spaced typewritten pages with the following information: name, mailing address, phone number; a brief review of coursework taken toward the MLS, with an emphasis on that which relates to medical librarianship; a description of how the applicant became interested in medical librarianship; and a description of how the applicant intends to use the financial award. With the letter, applicants must submit a resume and a letter of recommendation. All materials must be submitted to the Chapter’s Nominating Committee Chair by February 28, of the given year.

	
	

	Criteria:
	The award is given to a stud with a high level of potential for and interest in medical librarianship.

	
	

	Procedure:
	The Nominating Committee will review applications and notify the recipient before the Chapter’s Annual Meeting. The award will be announced to the membership at the Chapter’s annual meeting.


MLA

Philadelphia Regional Chapter / Medical Library Association

March 30, 2004
Rebecca Rishar

2030 Cathill Rd.

Telford, PA  18969
Dear Rebecca,
I am pleased to inform you that you have been selected to receive the Beatrice Davis Scholarship award from the Philadelphia Regional Chapter of the Medical Library Association (MLA-PHIL). Enclosed is a check payable to you for $600. You may use the funds for: tuition, workshops, or conference expenses (registration, travel, lodging, etc.). The award is not to be used for books, living expenses, commuting costs, or other incidental costs related to your studies.
Scholarship recipients are required to submit evidence that the money was used for its intended purpose. Acceptable forms of evidence include copies of: conference registration receipts, workshop certificates, course transcripts, etc. Please submit your documentation of evidence within one year.
Congratulations on a successful scholarship application and best wishes for a productive career.

Sincerely,
[image: image41.png](7 Sk




Eric P. Delozier, Chair

MLA-PHIL Nominating Committee and Awards Subcommittee
Enclosure (1)
MLA

Philadelphia Regional Chapter / Medical Library Association

Beatrice Davis Education Award

Application Form

	Last Name
	First Name

	
	

	Current Address
	Permanent Address

	
	

	
	

	
	

	E-mail
	Daytime Phone
	Evening Phone
	Best Time to Call

	
	
	
	 FORMCHECKBOX 
A.M.
	 FORMCHECKBOX 
P.M.

	Library School
	Graduate Program
	Advisor

	
	
	

	Employer’s Name
	Employer’s Address

	
	

	
	

	
	

	Please mark the documentation which accompanies this application:

	 FORMCHECKBOX 
Letter of Application

	 FORMCHECKBOX 
Letter of recommendation

	 FORMCHECKBOX 
Resume

	

	Deadline: February 28, 2004.

	

	Return application form and accompanying documentation to: Eric P. Delozier, Associate Librarian, Library, Penn State Harrisburg, 351 Olmsted Drive, Middletown, PA  17057.

	

	I understand the conditions of the grant and will submit proof that the terms of the grant have been met upon the completion of the program. If I am unable to fulfill the terms of the grant, I will refund all monies received.

	

	Signature of Applicant
	Date

	
	


Grant Program for Professional Development
	Description:
	Twice a year, the Philadelphia Regional Chapter/MLA will offer one grant of up to $300.00 to a librarianlinformation scientist in order to pursue continuing education in the area of health science librarianship. Continuing education opportunities include registration fees for courses, programs, workshops, and conferences sponsored by graduate schools of library/information science, colleges and universities, and professional organizations.

	
	

	Eligibility:
	Members of the Philadelphia Regional Chapter who have a graduate degree in library/information science or information systems may apply. The grant will be awarded to a librarian who effectively demonstrates his/her need for continuing education in order to pursue institutional objectives and/or achieves professional growth.

	
	

	Application:
	Applicants must submit application form (see next page), resume, published description of the continuing education opportunity, statement explaining the reason(s) for applying for the grant and how this course will enhance the applicant’s pursuit of institutional objectives and/or professional development, and a letter of recommendation. The Chapter’s Nominating Committee Chair must receive applications by February 28 or August 28. The Awards Committee will determine the grant winners and notify all applicants of the decision one month after application due date. The award must be used within one year of announcement.

	
	

	Restrictions:
	This grant must be used for continuing education courses, programs, workshops, and conferences sponsored by the graduate schools of library/information science, colleges and universities, and professional organizations. Upon completion of the continuing education opportunity, the awardee will submit proof that the terms of the grant have been met (e.g., CE certificate or transcript).

	
	

	Contact:
	Nominating Committee Chair.


MLA

Philadelphia Regional Chapter / Medical Library Association

Grant Program for Professional Development

Application Form

	Last Name
	First Name

	
	

	Work Address
	Home Address

	
	

	
	

	
	

	E-mail
	Daytime Phone
	Evening Phone
	Best Time to Call

	
	
	
	 FORMCHECKBOX 
A.M.
	 FORMCHECKBOX 
P.M.

	Course/Program/Workshop/Conference Name, Number, Brief Description:

	Institution/Organization Name, Address, Telephone:

	Describe the tuition assistance policy at your institution:

	Signature of Employer
	Date

	
	

	Please Check the documentation which accompanies this application:

	 FORMCHECKBOX 
Resume

	 FORMCHECKBOX 
Published description of continuing education opportunity

	 FORMCHECKBOX 
Statement explaining reasons for applying for grant

	 FORMCHECKBOX 
Letter of recommendation

	

	Deadlines: February 28 and August 28. Applicants will be notified one month after application due date.

	

	Return application form and accompanying documentation to: Eric P. Delozier, Associate Librarian, Library, Penn State Harrisburg, 351 Olmsted Drive, Middletown, PA  17057.

	Signature of Applicant
	Date

	
	


September 9, 2003
Rachel Resnick

Polisher Research Institute Library

Abramson Center for Jewish Life

1425 Horsham Rd

North Wales, PA 19454-1320

Dear Rachel,

I am pleased to inform you that you have been selected to receive the Grant Program for Professional Development award from the Philadelphia Regional Chapter of the Medical Library Association (MLA-PHIL). Enclosed is a check payable to you for $300. According to your grant application, the funds will used to help pay your expenses for attendance at the QuintEssential Conference and Copyright in the Digital Age workshop.


Grant recipients are required to submit evidence that the grant was used for its intended purpose. Acceptable forms of evidence include copies of: conference registration receipts, workshop certificates, course transcripts, etc. Please submit your documentation of evidence within one month after the conference and workshop has occurred.

Congratulations on a successful grant application and best wishes for a productive conference and workshop.

Sincerely,
Eric P. Delozier, Chair

MLA-PHIL Nominating Committee and Awards Subcommittee
Enclosure (1)

Program Committee
	Established:
	Before 1965

	
	

	Revised:
	2004

	
	

	Composition:
	· One to ten members.

· Chair is Chairperson-Elect of the Chapter; must be a Voting Member of the MLA, Inc. and the Philadelphia Regional Chapter/MLA.

· Members appointed annually and serve two-year terms, with the option of reappointment subject to Board approval; must be voting member of the Chapter. Whenever possible, members should be representative of academic, hospital, or special types of health sciences libraries and varying geographical areas of the Chapter.

· Chapter Chairperson is ex officio.

	
	

	Charge:
	· Plans at least two general meetings a year, including contacting speakers, selecting facilities, arranging for refreshments, and preparing and mailing meeting invitations.

· Tries to arrange a joint meeting with another library association at least every two years.

· Communicates program plans to the membership.

· Identifies needs and wishes of the membership for particular types of programs.

· Serves as an advisory body to the Board on program needs, effectiveness, and popularity.

· Submits annual objectives, draft and final budgets, and annual reports.

· Copies official correspondence and reports to the Archives.

	
	


Meetings

	Policy:
	· The Chapter will hold at least two meetings each year; one in the fall and another in early spring (Board Minutes, 11/90). The spring meeting will be the Annual Meeting of the Chapter and a quorum of the membership will be required to transact business (Board Minutes, 11/90). Additional meetings may be scheduled at the discretion of the Board. It is recommended that one be a joint meeting with another library association. The programs should reflect the general interest and objectives of the Philadelphia Regional Chapter/MLA and the Association.

· The program, speaker(s), and location for the meetings shall be the responsibility of the Program Committee. The Program Committee shall arrange to schedule meetings throughout its geographical boundaries.

· Written invitations of meetings shall be sent via the USPS, e-mail, or both to each member of the Chapter.

· None of the meetings shall conflict in time with a meeting of MLA, Inc.

· The Annual Meeting is to be held in the Philadelphia area (Board Minutes, 7/97).

	
	

	Procedure:
	· The Program Committee shall meet in the late spring or early summer and plan the program meeting schedule for the year. At this time, the details for the fall meeting should be finalized and approximate dates, speakers, and locations of other meetings discussed. The Program Chair brings the schedule of programs and program budgets to the Board for approval. Scheduling should take into account possible conflicts with religious holidays.

· Each member of the Committee may be assigned responsibility for one meeting.

· The section of this manual on Honoraria and Expenses should be consulted when appropriate: Vendors may be approached for contributions toward meeting expenses.

· An appropriate invitation announcing the program topic, speaker, date, location, time, and cost will be prepared and mailed for receipt at least thirty days before the meeting. The invitation should include a tear-off indicating intention to attend. Include a name, e-mail address, and telephone number of the Program Committee member liaison. The person taking reservations should make sure that the registration checks are mailed or hand delivered to the Treasurer immediately after the program.

· After the program, the Program Chair shall see that thank you letters are sent to speakers, and other pertinent individuals who have been particularly helpful in organizing the program, e.g. institution providing facilities or individual creating invitations.
· The Program Chair should consider submitting information about the program to:

· The Chronicle

· Chapter LISTSERV (mla-phil@hslc.org)

· Chapter Web Site (http://www.mlaphil.org/)

· Central PA Health Sciences Library Association LISTSERV (cphsla-l@lists.psu.edu)

· MLA News

· Other regional organizations (PARLIE, SLA, PaLA, and ASIS)

· Due dates for submission of articles or announcements vary from publication to publication. Please check with the appropriate organization.


Guidelines for Programs

	Accessibility:
	Every effort will be made to select and give priority to a facility that complies with the ADA Title III accommodation guidelines, including: restrooms, parking, and meeting rooms. Invitations should ask if the registrant has special needs, e.g., wheel chair accessibility, sign language interpreters, dietary needs, etc.

	
	

	Pricing:
	The cost of each meeting shall be recovered through the fee charged to attend; however, in special cases the Board may elect to pay for certain costs out of the treasury (Board Minutes, 9/87). The fee for nonmembers should be cost of the meeting plus the membership fee to provide an incentive for joining the Chapter. Early Bird price differentials may be helpful in getting registrations in faster. Library school students should be charged half price (Board Minutes, 3/92). A draft budget should be prepared for each program and submitted to the Board for approval. Included in the estimate should be: speaker honoraria and expenses, facility rental, equipment rental, refreshments, and postage for mailing invitations.

	
	

	Payment:
	Problems with collection of Program/Continuing Education fees can be handled with a friendly note sent from the Program/Continuing Education Committee chair as a reminder. The Treasurer will provide a draft of this letter (Board Minutes, 7/94).

	
	

	Cancellations:
	Registration fees may be refunded so long as the Chapter does not have out-of-pocket costs (such as meals that must be paid for). The registration form should carry a statement; Refunds may be made only until (date when a firm figure must be given to caterer). Those who call to make a reservation too late to mail a check should be reminded that they will be liable for payment whether or not they attend (Board Minutes, 4/93).

	
	

	Mailing:
	Even though an invitation and registration form may appear in the Chapter newsletter, a separate mailing for each program should be made via the USPS and e-mail. An additional reminder should be sent to the Chapter LISTSERV (mla-phil@hslc.org). The meeting announcement and invitation should be posted to the Chapter Web site as well.

	
	

	Location:
	Both in scheduling and choosing locations, the Committee should be sensitive to members who travel long distances, are dependent upon public transportation or carpooling, or have religious commitments. It is recommended that the Annual Meeting take place in the Philadelphia area for maximum participation (Board Minutes, 1/91). One meeting a year should be scheduled outside of Philadelphia, either in Delaware or Central Pennsylvania.


[image: image42.png]Final Budget
Real-time Virtual Reference Program

Penn State Harrisburg

September 25, 2001

Description Units | Unit Cost | Subtotal
Revenue Registrations 44 $25 $1100.00
1 $40 $40.00
Total Revenue $1140.00
Expenses | Food and Beverage 45 $7.75 $348.75
Food and Beverage 12 $2 $24.00
Speaker Honorarium 1 $250 $250.00
Speaker Travel Expenses 1 $175 $175.00
Postage 180 34 $61.20
Total Expenses $ 858.95
“Total Net Revenue $ 281.05





Joint Program Meeting Guidelines

The Chapter should seek to present meetings in cooperation with other professional organizations for the benefit of the membership. Joint meetings should be planned with incorporated, fiscally sound organizations. General guidelines for planning joint meetings include:

· A substantial lead time (2-3 years)

· Formal letters of agreement which detail the obligations of the cooperating groups and the sharing of losses/gains

· A joint finance committee for the meeting with a separate bank checking account

· Calculations based on worst-case scenarios (projecting the highest costs and the lowest income)

· Generate sufficient profit to provide seed money for future joint meetings (Note: seed money provided by cooperating organizations is NOT to be considered income)

· Fund raising from vendors through donations and exhibit fees and assertive collections of vendor commitments

· Pricing to be set as close to the event as possible to allow for the best possible projection of costs and fund raising.

Honoraria and Expenses

	Policy:
	· The standard offer of honorarium for a course instructor shall be $350.00 for a full day, subject to negotiation by the instructor. There will be no difference in payment between MLA, Inc. members or non-members. (Board Minutes 11/84)

· For any program or continuing education course, the Program Committee and Education and Credentialing Committee shall be permitted expenses not to exceed $500 for program or speaker honoraria and $1500 for total expenses. (Board Mm. 9/88)

· Deviation from stated honoraria or expenses may be made at the discretion of the Board.

· The Chapter will pay the travel expenses of the Chapter Council Representative and the Chapter Council Alternate to the MLA, Inc. Annual Meeting.

	
	

	Procedure:
	· The Committee Chair or Committee member responsible for the event (i.e. program, continuing education class) will make arrangements with the Treasurer to have a check ready for the speaker on the day of the program/course or arrange to have check mailed to the speaker/instructor.

· The meeting registration fee for the speaker/instructor is waived.

· When hotel reservations are necessary for the speaker/instructor they are generally made by the Committee member responsible for organizing the program/course. One night’s accommodations will be offered, with exceptions to be approved by the Executive Board. (Board Minutes 11/87) Receipts for all expenses must be submitted by the speaker/instructor to the Committee Chair responsible for the event. Upon review and approval, receipts are submitted to the Treasurer for payment.


Archives Committee
	Established:
	1986

	
	

	Revised:
	2004

	
	

	Composition:
	· One to ten members (Board Minutes 9/94)

· Chair is selected from the Committee when possible and serves two-year term with option of reappointment subject to approval by the Executive committee; must be a Voting Member of MLA, Inc. and the Philadelphia Regional Chapter/MLA.

· Members appointed annually and serve two-year terms with option of reappointment subject to Board approval; must be voting members of the Chapter.

· Chapter Chairperson is ex officio.

	
	

	Charge:
	· Ensures that Officers and Committee Chairs send designated records to the Chapter’s Archives including:

· CE Registration lists and CE credits for Chapter activities.

· Lists of Chapter committee members and their terms.

· Electronic copy of Policy and Procedures Manual.

· Develops and revises Archive Collection Policy. (Chapter Minutes 11/89)

· Files records according to the adopted filing system.

· Maintains the files and the filing system.

· Evaluates the physical condition of the Archives and investigates the use of acid- free paper. (Board 7/90) Develops policy for storage of electronic media. Monitors electronic media to ensure that documents are stored in a format compatible with current technology.

· Provides access to the records in the Archives.

· Communicates to the membership information about the Archives.

· Identifies areas of need for the Archives.

· Serves as advisory body to the Board on matters involving the Archives.

· Coordinates Chapter oral history program — Supplies interview permission form (to be designed) and maintains list of questions. (Board Minutes 1/90)

· Promotes the recording of chapter events via photography including a group photograph of the Board. (Board Minutes 11/88)

· Writes history page for the Membership Directory (Board Minutes 1/93)

· Sends copies of Board of Directors meeting minutes and The Chronicle issues to MLA, Inc. Headquarters for Archives.

· Submits annual objectives, budget, and annual reports.


Archives Policy

	Policy:
	The Archives provides the documentary record of the Chapter’s history: its organization and development, its functions and its activities. The documents are organized and maintained in logically arranged and easily retrievable files.

	
	

	Procedures:
	· Securing Records. It is the responsibility of all Officers and Committee Chairs to forward to the Archives one copy of all official correspondence, reports, publications and other documents listed under materials retained. The original copy of every document is always preferred. The Archives Committee regularly inventories the receipt of materials and issues reminders to Officers and Committee Chairs when necessary.

· Filing and Weeding. Filing is done promptly as the records are received in accordance with the accepted filing scheme. Only material relating to the Chapter and of genuine historical importance will be included in the Archives; all other material will be discarded.

· Material Retained. One copy, preferably the original, of the following documents is retained, filed in reverse chronological order.

· Bylaws (current and all past versions)

· Annual reports from the Chairperson to MLA, Inc.

· Annual objectives

· Chairperson’s correspondence sent and received

· Board meeting agendas, minutes, and lists of officers

· Meeting announcements, registration lists and minutes, including statewide and other joint meetings

· Continuing education course listings and registration lists

· Annual membership lists

· The Chronicle

· Treasurer’s reports

· Treasurer’s records (prior to current two years)

· cancelled checks

· Log sheets

· Receipts

· Bank statements

· Audit reports

· Chapter council Representatives’ papers (prior to current term)

· Committee papers (prior to current two years)

· Annual reports to the Executive Board

· Official correspondence

· Miscellaneous working papers of historical importance

· Policy and Procedures Manual

· Photographs

· Access. When providing access to the Archives, two basic factors must be evaluated: the right of the inquirer to the information, and insuring return of the material to its proper place. In general, material should be accessible to Chapter members. Requests from outsiders should be considered carefully. If any question arises as to the consultation of particular materials by particular individuals, the Committee Chair should ask the Executive Board for guidance or a decision. Archival material; does not circulate. Photocopies may be made at the discretion of the Committee Chair and the Executive Board.


Submission of Documents to the Archives

	Procedures:
	· Archives should be “cc’d” directly on all official correspondence. (Board Minutes 5/88)

· Use 8 “x 11” size paper, not legal size paper.

· Be sure that each page has an identifying label on it including name of organization

· If there is more than one page, please state 1 of<#> pages.

· Include the date.

· Remember your signature and title.

· Indicate if there is any restriction on use. (Board Minutes 9/91)


Oral History Program

	Interview Candidates
	Jacqueline Bastille
	Margaret Palmer

	
	Lou Cohen
	Jacqueline Rustigian

	
	Ruth Yarger Diamond
	Marion Silverman

	
	June Fulton
	Carol Spencer

	
	Eugene Garfield
	Helen St. Clair

	
	Helen Lake
	Barbara Williams

	
	Past chairpersons and officers are other possible subjects.

	
	

	Procedure
	· Develop a release form for granting permission to be interviewed.

· Identify interview participants; credentials.

· Review interview participants’ publications.

· Develop a list of questions. (See below)


Snapshots in Time (Questions for Oral History Interviews)

Archives Committee - PRC/MLA

2/11/1998

· When was your term of office?

· Please describe the major issues of your platform or agenda ... Do you think you accomplished them?

· Please describe the relationship between MLA National and Philadelphia Regional Chapter during your term.

· Please describe the issues you faced as a Chairperson/Committee Chair/Board Member.

· Please describe the level of support given to you at your work institution for your professional chapter activities.

· Please describe the response of the general membership to the issues during your term.

· Please describe the Chapter’s relationships with other organizations (NY-NJ MLA Chapter, Pittsburgh MLA, Consortia)

· Please describe the activities of the committees on your board.

· Please describe the highlights of your term.

· One major highlight

· Other aspects

· How did you feel about the issues at the time, and now in retrospect?

Archives Files
	Series 1. Official Documents
	1. Resolution on Organization (incl. note on first meeting) 1951

2. Bylaws (including drafts & changes)

3. Policy and procedures manual

4. Chapter incorporation papers

	
	

	Series 2. Records of General Meetings
	(including minutes, programs, announcements, and registration lists)

	
	

	Series 3. Records of Chairperson and Board of Directors
	1,. Annual report of Chairperson to MLA

2. Midwinter Reports of the Chairperson to MLA

3. Annual goals and objectives

4. Chairperson’s Correspondence

5. Board of Directors Membership Lists

6. Board of Directors Meeting Agendas

7. Board of Directors Meeting Minutes

	
	

	Series 4. Financial Records
	1. Financial Statements (Treasurer’s Reports)
2. Audit Reports

3. IRS/Tax status material

4. Miscellaneous financial material

	
	

	Series 5. Records of Standing Committees
	1. Archives Committee

2. Bylaws Committee

3. Education and Credentialing Committee (including course listings and descriptions, and registration/attendance lists)

4. Governmental Relations Committee

5. Membership Committee (including Chapter lists & directories)

6. Nominating Committee (including slates of officers, MLA Nominating Committee, recommendations for honors and awards, descriptions of both recommendations for honors and awards, descriptions of both national & regional awards)

7. Program Committee

8. Publications Committee

9. Resource Sharing Committee (including Directory of Microcomputers)

	
	

	Series 6. Ad Hoc Committees and Task Force Records
	1. Ad Hoc Committee on MLA Library Student Grant

2. Ad Hoc Committee on Hon. Awards

3. Emerg. Committee for Hospital Library Standards in Pa.

4. Hospital Library Self-Study

5. Focus Group 1990

6. Task Force on Committees

7. Task Force on Dues (MLA Dues Survey/Structure)
8. Strategic Planning Committee

9. Task Force to Explore the Continuation of MERMLS Committee Activities

10. Task Force on 1984 JIM List

	
	

	Series 7. MLA Chapter Council Records (including Compliance)
	

	
	

	Series 8. Special Meetings / Events
	

	
	

	Series 9. Chapter History and Biography
	

	
	

	Other items:
	Chronicle

MERMLS contract

MERMLS News

Photographs


Bylaws Committee

	Established:
	Prior to 1964

	
	

	Revised:
	1997

	
	

	Composition
	· One to ten members.

· Chairperson serves a two-year term with option of reappointment subject to approval by the Executive Committee; must be a Voting Member of MLA, Inc. and the Philadelphia Regional Chapter/MLA; may also service as Parliamentarian.

· Members appointed annually and serve two-year terms with option of reappointment subject to Board approval; must be voting members of the Chapter.

· Parliamentarian (if appointed) and Chapter Chairperson are ex officio.

	
	

	Charge:
	· Serves as an advisory body to the Board on matters involving the Bylaws.

· Identifies areas of the Bylaws in need of change or revision.

· Revises Chapter Bylaws in compliance with MLA, Inc. Bylaws.

· Receives proposals for Bylaws changes and/or revisions from the Board.

· Makes editorial changes to the Bylaws in accordance with Roberts Rules of Order without bringing it to vote of the membership (Board Minutes 7/91).

· Prepares drafts of Bylaws changes and/or revisions for consideration by the Board.

· Communicates (by mail) the final, Board approved, proposed Bylaws change or revision to the membership thirty (30) days prior to any meeting of the Chapter.

· Presents the final, Board approved, proposed Bylaws change or revision.

· Submits final membership approved revisions to the MLA, Inc. Bylaws Committee for approval.

· Submits copy of approved Bylaws to: Membership Chair for inclusion in the Membership Directory the Immediate Past Chairperson for inclusion in the Chapter’s Policy and Procedure Manual and the Archives Chair for the Archives.

· Submits annual objectives, budget and annual reports.

· Copies official correspondence and reports to the Archives.

· 13. Chair acts as Parliamentarian in the absence of the Parliamentarian or if none is appointed. (Board Minutes 5/97)


Communications Committee
	Established:
	Prior to 1984

	
	

	Revised:
	2004

	
	

	Composition:
	· One to ten members. (Board Minutes 1/90)

· Chair selected from committee when possible and serves two-year term with option of reappointment subject to approval by the Executive Committee; must be a voting member of MLA, Inc. and the Philadelphia Regional Chapter/MLA; may be the Editor of the Chronicle.

· Members appointed annually and serve two-year terms with the option of reappointment subject to Board approval; must be voting members of the Chapter.

· Editor of the Chronicle (if not also Communications Committee Chair), MLA-PHIL Listserv owner, Chapter Web Site Webmaster, and Chapter Chairperson are ex officio.

	
	

	Charge:
	· Serves as the public relations body and information channel for the Chapter.

· Oversees the publication of the chief information organ of the Chapter, The Chronicle.

· Oversees Chapter LISTSERV: MLA-PHIL.

· Oversees the Chapter Web site.

· Communicates to the Chapter membership information about publication activities, both print and electronic.

· Identifies areas of need for communications and publication preparation.

· Serves as an advisory body to the Board on matters involving publications and communications.

· Makes regular reports to the Board regarding annual objectives and activities.

· Provides official correspondence, reports and publications to the Archives.


The Chronicle

	Policy:
	· The Chronicle is the official newsletter of the Philadelphia Regional Chapter, MLA. It is published three times a year, following deadlines set by the Editor(s) approximately four months apart. It is available to Chapter members on the Chapter web page in PDF and HTML formats. Notification of the availability of new issues is via e-mail. Print copies are mailed to members upon request. Extra copies are retained by the Editor(s) for archival purposes and special distribution. Fifteen copies are sent to MLA Headquarters. (Twelve for MLA, Inc. Board Members, one for MLA, Inc. Headquarters, and two for MLA Archives). (Board Minutes 7/92)

· The Chronicle will accept thoughtful criticism of the actions in an official capacity of officials in the local or any other Chapter; it will not accept any other type of criticism, nor will it accept criticism of any other identifiable individual members, or of any institution represented in the local chapter, except to the extent that the activities of theses institutions impinge upon the business of the Chapter.

· The Editor(s) is (are) appointed by the Chapter Chairperson and retain(s) final responsibility for publishing The Chronicle and has the final authority in settling editorial questions. Contributions will not be substantially altered without consultation with and permission of the author.

· The Editor(s) may appoint Co-Editors and column editors.

· Regular participants in the production of The Chronicle are members of the Communications Committee.

	
	

	Procedure:
	· Information for inclusion is gathered via mail, electronic mail, etc. from Chapter Newsletter Committee members, Committee Chairs, Chapter members, other MLA Chapters, MLA, Inc. members, and other newsletter editors. The Chronicle editor(s) reserves the right to correct, reject or otherwise amend contributions.

· The Editor(s) set(s) exact dates of publication and holds the responsibility for contacting contributors. Unsolicited material will be accepted for consideration.

· The Editor(s) shall make known to the Membership the deadline for contributing to the next issue, in the preceding issue. Contributors should have adequate notice to respond. Material submitted after these dates may be included at the discretion of the Editor(s). The Editor(s) will make every reasonable effort to assure accuracy and timeliness of published material; however, the Editor(s) and the Chapter do not accept responsibility for the inaccuracy of contributions.

· Corrections in grammar and style will be made in accordance with accepted standards of writing. The authority manual is the Chicago Manual of Style.

· Complaints from an author or any member of the Chapter regarding The Chronicle should first be addressed to the Editor(s). Complaints not settled to the satisfaction of both parties may then receive consideration by the Board.

· Contributions will be acknowledged, when appropriate, by crediting the author.

· Items from other Chapter newsletters will be printed only with prior permission.

· Format and Contents:

· The letterhead contains the title of the newsletter and the Chapter name.

· Alterations in format and contents may be made at the discretion of the Editor(s). The Board has the responsibility for approving major changes. The Chronicle shall contain a calendar of events in every issue. The calendar will outline the meetings of the year and date when new officers assure their duties. (Board Minutes 1/91) The ordering of contributions is at the discretion of the Editor(s). The schedule includes dates and locations of official events of the Chapter and other events of professional interest to Chapter members. (Board Minutes 9/8 8) There are no restrictions on the time period covered. However, the Chronicle takes no responsibility for changes in time or place of an event if it has not received timely notice of change.

· The masthead includes the names and addresses of the Editor(s) and the Committee members.

· The newsletter will usually include the following: Chairperson’s column; regional or statewide information of importance to health sciences librarians and other information professionals; reports of standing and special Chapter committees; actions taken by the Board; activities of MLA, Inc.; proposed policy changes within the Chapter; member and library news; letters to the Editor; job availabilities; list of Board of Directors; Board meeting locations, dates and times; editorials; special features; reports of meetings and conferences; and lists of new members. (Board Minutes 11/90) The Editor(s) retain(s) the right to add or delete features.

· The Chronicle does not advertise professional librarian positions with salaries below the minimum published by the Pennsylvania Library Association. (Board Minutes 3/90; 1/9 1)

· Production:

· The Editor(s) is (are) responsible for collecting and editing contributions. Word processing and formatting may be contracted out.

· All proofreading at any phase of the process is the responsibility of the Editor(s) or designees.

· The electronic version of The Chronicle is prepared in PDF and HTML format and is published to the Chapter web site.

· E-mail addresses of members are supplied by the Chapter Membership Committee, and members are notified by e-mail of the new issue of The Chronicle.

· The Chronicle staff mails a print copy to members who request it.

· The Chapter Treasurer will reimburse or pay for all appropriate costs.

· Relationship of The Chronicle to the Chapter Web site: Starting with the Summer 2000 issue (v. 18, no. 2), The Chronicle will be available on the Chapter web site.


MLA-PHIL List Owner

	Function:
	The MLA-PHIL List Owner shall oversee the day-to-day operation of the Chapter’s list according to policies set by the Board. S/he will be proactive in encouraging and promoting the List as a means of Chapter communication. The List Owner reports to the Communications Committee Chair.

	
	

	Requirements:
	The MLA-PHIL List Owner should be a Voting Member of MLA, Inc. and a member of the Philadelphia Regional Chapter/MLA. S/he must have an Internet account and experience with networking resources. (Board Minutes 4/94)

	
	

	Selection:
	The List Owner is appointed by the Chapter Chairperson on the recommendation of the Communications Committee Chair.

	
	

	Term:
	One year, renewable for one year.

	
	

	Duties:
	· Monitors the Chapter’s List daily, noting and resolving problems.

· Reports technical problems promptly to the host computer personnel.

· Answers questions about the list and responds quickly to requests for help.

· Publicizes the List and encourages lively discussions on it.

· Develops creative ideas for serving the Chapter membership and encourages members to submit information.

· Encourages Board members and the Communications Committee to post Chapter news and business, such as updates of the list of Board members, calendar activities, and new chapter members.

· Posts LISTSERV guidelines on the MLA-PHIL List.

· Serves on the Communications Committee as an ex-officio member.

· Makes regular reports to the Communications Committee chair regarding activities.


Chapter LISTSERV: MLA-PHIL@HSLC.ORG

	Description:
	MLA-PHIL is the official electronic mailing list of the Philadelphia Regional Chapter of the Medical Library Association, Inc. Its primary purpose is to complement the quarterly publication of The Chronicle by allowing immediate communication across the Chapter membership. Anyone may subscribe to this list. (Board Minutes 9/93)

	
	

	Guidelines:
	· Announce imminent Chapter activities.

· Distribute time-sensitive MLA documents.

· Share issues and decisions of the Board with Chapter members.

· Provide a forum for discussion of relevant issues among Chapter members.

· Broadcast other appropriate items of general interest to Chapter members such as job openings and changes.

· No commercial advertisements are to be posted to this list.

· Personal messages should be addressed directly to the individuals involved rather than disseminated broadly via this list.

· All postings should be governed by professionalism and be reflective of the Chapter.

· Subscribers who fail to comply with these guidelines may be removed from the list.

· The List owner and the Communications Chair have ultimate authority for determining appropriateness of postings.

	
	

	Subscribing:
	To subscribe to MLA-PHIL, send an Internet mail message to: LISTSERV@HSLC.ORG. Leave the subject line blank. In the body of the message, type: SUBSCRIBE MLA-PHIL your first name your last name.

	
	

	Posting:
	To post messages for all MLA-PHIL subscribers to read, send to: MLA PHIL@HSLC.ORG.

	
	

	Commands:
	SIGNOFF MLA-PHIL
	Remove yourself from the list.

	
	REVIEW MLA-PHIL
	Obtain a list of subscribers.

	
	QUERY MLA-PHIL
	Return subscription options.

	
	SET MLA-PHIL NOMAIL
	Temporarily stop receiving messages.

	
	SET MLA-PHIL MAIL
	Resume receiving messages.

	
	SET MLA-PHIL CONCEAL
	Conceal your e-mail address.

	
	SET MLA-PHIL NOCONCEAL
	Turn of CONCEAL

	
	SET MLA-PHIL REPRO
	Receive copies of your own postings.

	
	SET MLA-PHIL NOREPRO
	Turn off receiving copies of postings.

	
	LIST
	Return a list of mailing lists hosted by the server

	
	HELP
	Return the LISTSERV help file.

	
	
	

	Note:
	All commands are entered as the body of an e-mail and addressed to the HSLC LISTSERV (listserv@hslc.org).


Chapter Web Site
	Address:
	http://www.mlaphil.org

	
	

	Launch Date:
	May 22, 1996

	
	

	Webmasters:
	Frank Campbell, 1996-1997

Eric Delozier, 1997-2001

Kevin Block, 2002-

	
	

	Description:
	The Webmaster shall oversee the operation of the Chapter Web site according to policies set by the Board, and under the direction of the Communication Committee Chair, to whom the Webmaster reports. The Webmaster shall be responsible for publishing additions and updates to the Web Site.

	
	

	Requirements:
	The Webmaster should be a voting member of MLA, Inc. and a member of the Philadelphia Regional Chapter/MLA. S/he must have experience with web organization, design, etc

	
	

	Selection:
	The Webmaster is appointed by the Chapter Chairperson on the recommendation of the Communications Committee Chair.

	
	

	Term:
	Two years, renewable at the discretion of the Communications Committee Chair and the Board.

	
	


Web Policy/Guidelines

	Content:
	The Web will focus on promoting the Philadelphia Regional Chapter of MLA, offering information about the Chapter such as how to join, continuing education courses, Chapter programs, Chapter history, current and past board members, committee information, bylaws, grants and awards, the Chapter LISTSERV, etc. The Web will NOT attempt to duplicate the content of the Chapter’s Policy and Procedural manual. This would require too much maintenance and the extent of information in the Manual would not be the typical information most people would be looking for on the Web. The pages will link to pertinent sites such as MLA National, other library associations, etc. The pages will not link directly to other MLA Chapters, since those links are provided by MLA National. The pages will allow access to selected material published by the Chapter in Portable Document Format (PDF). The Chronicle will also be available in this manner, as well as in linkable format (HTML).

	
	

	Design:
	The Web will incorporate images and other advanced Web techniques. However, the design should not disallow or make excessively inconvenient use by members whose browsers may have limited capabilities. Images that are selected for inclusion will load quickly. The logo for the Web page will be the Chapter’s letterhead. The Web logo will appear on every Web page to denote ownership and to remind users “where they are” on the Internet. The Web colors will be green and buff, the Chapter’s colors. The logo will be in green, but the text of the Web pages will be in black. The green and buff colors will match those of The Chronicle and other Chapter publications. Navigational buttons will be used to quickly move throughout the Web environment. At the bottom of each page will be a link for comments to be sent to the Webmaster.

	
	

	Maintenance:
	The Chapter contracts with the “HSLC Web Page Service.” The Chapter Web pages are hosted by HSLC. The Webmaster will add to and update publications and documents on the Web site, with input from the Communications Committee and the Chapter Board. The Webmaster will interface with HSLC as needed.

	
	

	Enhancements:
	· Linking to Chapter member institutions homepages.

· Enhancing images, while maintaining a clean look.

· Expand information about committees. For example, the Nominating Committee might provide information about how to submit nominations, and the Membership Committee might provide information about the benefits of membership.


Education and Credentialing Committee
	Established:
	Before 1976

	
	

	Revised:
	2004

	
	

	Composition:
	· One to ten members.

· Chair selected from the Committee when possible and serves two-year term with option of reappointment subject to approval by the Executive Committee; must be a Voting Member of MLA, Inc. and the Philadelphia Regional Chapter/MLA.

· Members appointed annually and serve two-year terms with option of reappointment subject to Board approval; must be voting members of the Chapter.

· Chapter Chairperson is ex officio.

	
	

	Charge:
	· Provides Continuing Education programs and/or workshops within the Chapter. A minimum number of four (4) courses will be offered per year, and it is advisable that courses be held throughout the year. (Board Minutes 9/94)

· Surveys Chapter membership concerning preferred types of courses and/or workshops.

· Proposes courses and/or workshops to the Board.

· Provides credentialing information for Chapter members.

· Obtains MLA, Inc. credentialing credit for regional courses.

· Administers all courses provided by the Chapter.

· Submits annual objectives, budget and annual reports.

· Copies official correspondence and reports to the Archives.

· The committee chair reserves the right to remove a committee member for failure to participate as requested.

	
	


Continuing Education Programs

	Policy:
	The Education and Credentialing Committee shall plan a minimum of four (4) continuing education courses each year, to be sponsored by the Chapter. It is advisable that the courses be held throughout the year. The courses must be approved by the MLA, Inc. for continuing education credit to be given.

	
	

	Procedure:
	· A course roster and approved instructor list should be requested from the MLA, Inc. Professional Development Department. In addition, course offerings of related groups such as ALA and SLA should be identified and evaluated for possible• inclusions in the list of CE courses offered by the Chapter. New courses may also be suggested by Chapter members and developed as the need arises.

· Courses and instructors are selected.

· Schedules of local groups (SLA, ASIS&T, etc.) and the Central Pennsylvania Health Sciences Library Association Group (CPHSLA) are checked to avoid duplication and conflicting dates. Programs should not be scheduled on major religious and/or ethnic holidays.

· Instructors are contacted to verify availability and terms of presentation (date, stipend, facilities and equipment required, hospitality, travel, per diem, cancellation policy, and other services desired). Although MLA, Inc. encourages consistency in stipends, certain factors may foster a range of stipends for any single course. Written confirmation should be received at least three months in advance. See “Honoraria and Expenses.”

· Possible host institutions are contacted. It is advisable to have a number of CE courses in Center City Philadelphia because of ease of accessibility. CE rooms should be large enough to accommodate attendees comfortably and allow for special equipment.

· A budget is developed, and a tuition charge is determined by the committee chair for each class. Fees must cover all expenses (room rental, instructor’s honorarium and expenses, MLA, Inc. course materials, equipment rental, publicity, mailings, refreshments, miscellaneous expenses). Any additional expenses must be approved by the Executive Committee. A differential rate is charged for members, students and non-members of the Chapter.

· The list of courses is submitted to the Board for approval.

· A Continuing Education Course Brochure is developed and distributed to the membership via e-mail and the USPS.

· For non-MLA approved programs, applications are submitted to MLA, Inc. for CE credit, using the procedure outlines below:

· Obtain the Criteria of Quality a booklet which explains the criteria used for evaluation and the Guide to Quality application form from the MLA, Inc. This form should be completed by the course instructor and Chair of the Continuing Education Committee.

· Mail completed form to:

· Kathleen Combs

· Professional Development Department

· Medical Library Association, Inc.

· 65 East Wacker Place #1900

· Chicago, IL 60601

· Send form to MLA, Inc. as soon as class is scheduled (2-3 months prior to scheduled date, if possible) to allow sufficient time for MLA, Inc. to review and process request. If response is not received by date of class, indicate on Certificate of Attendance that approval of continuing education credit is pending.

· Send a confirmation letter to each course Instructor, which includes the address of the class site and a map, if possible; information regarding hotel accommodations and transportation services available from the airport or the train. The Instructor is asked whether any special equipment is needed and whether the course guide should be distributed in advance.

· Provide The Chronicle editor with pertinent information about each course. Course information is also posted on Philadelphia Regional Chapter LISTSERV. Other local newsletter editors are contacted (SLA, ASIS&T, etc.).

· Send an announcement to MLA, Inc. for publication in the MLA News It must be received at MLA, Inc. by the first day of the month preceding publication. The course should be announced in the News one month before it is held. There is no charge for this service.

· Announcements and registration forms are mailed to the membership approximately eight weeks in advance. Additional copies of the announcement are retained in order to respond to inquiries and for submission to the Archives. Items to be included in the announcements are:
· Sponsoring organization(s) (Philadelphia Regional Chapter! MLA)

· Title of course(s) and brief description(s)

· Name(s) and affiliation(s) of instructor(s)

· Host institution and address

· Date, time, registration time (usually 1/2 hour prior to meeting)

· Fees for Chapter members, students, non-members, and retirees/in-between jobs.

· Registration deadline (2 weeks prior to meeting)

· Cancellation notice due to low registration or inclement weather

· Make check payable to Philadelphia Regional Chapter/MLA

· Mail check to: (Name, address, telephone number of contact person)

· Form returned to CE Chair or CE Committee member should include: Attendee’s name, business address, telephone number, and electronic mail address for processing of CE credits. The form should also indicate the amount to be enclosed along with an indication of whether the registrant is a chapter member, student, nonmember, or retiree/in-between jobs.

· Checks should be made payable to the Philadelphia Regional Chapter/MLA and returned to a designated member of the CE Committee. Checks are photocopied and forwarded, along with copies of registration forms to the Treasurer.

· There is a fee for course guides which must be ordered from MLA, Inc. at least 30 days prior to the course. MLA, Inc. will send a form upon request. Only the number of guides needed should be ordered. Extra copies are not returnable. In addition to the course guides, each “class set includes” MLA, Inc. course evaluation forms, MLA, Inc. Certificates of Attendance, and an attendance roster. Class materials should arrive from MLA, Inc. at least one week prior to the course. They can be sent directly to the host institution, if appropriate.

· Arrangements are made for rental of equipment needed for Chapter sponsored CE courses; and a refreshment break in the morning and in the afternoon.

· Copies of all bills and receipts are made and the originals are sent to the Treasurer.

· If no lunch arrangements are made, a list of area restaurants is prepared.

· Security and coat check facilities are investigated.

· Name tags are made for attendees and instructors. Institutional affiliations should be included.

· Certificates of attendance should include:

· Attendee’s name, the title and number of the course, the instructor’s name, the date and number of CE credits.

· It should be signed by the Instructor and/or Chair of the Education Committee.

· Example:

· PHILADELPHIA REGIONAL CHAPTER

· MEDICAL LIBRARY ASSOCIATION

· THIS IS TO CERTIFY THAT

· (title of attendee)

· HAS ATTENDED THE CONTINUING EDUCATION COURSE

· (title of course)

· ON

· (date)

· APPROVED BY THE MEDICAL LIBRARY ASSOCIATION

· FOR ____ CONTACT HOURS

· Instructor

· During the week prior to the course, the CE Chair contacts the person responsible at the host institution and checks to see that:  the meeting is posted and the information desk is aware of the program; tables, chairs and equipment, if needed, will be set up; and any other last minute details are taken care of.

· On the day of the class the CE Chair or a committee member should arrive early to ensure that everything is running smoothly. A registration desk should be set up at a convenient place near the classes. A sign-up sheet or registration list should be passed around and signed by attendees. Course guides, name tags, evaluation forms and/or other materials are handed out at this time.

· At the end of the class, Certificates of Attendance are distributed. Evaluation forms are collected at this point and given to a CE Committee member or the CE Chair. The CE Chair or Committee member copies the evaluations and sends one set to the Instructor and another set to MLA, Inc.

· A list of attendees is sent to MLA, Inc. Headquarters. Name, affiliation and social security number must be included.

· MLA, Inc. will automatically award CE credits. Although they keep records of participation, it is advisable for attendees to keep their own records of courses attended.

· Records of attendance should be placed in the Archives.

· The CE Chair or CE Committee member writes a thank you letter of thanks to each instructor and to each host institution.

	
	


Government Relations Committee
	Established:
	Prior to 1981

	
	

	Revised:
	2004

	
	

	Composition:
	· One to ten members.

· Chair selected from committee when possible and serves a two-year term with option of reappointment subject to approval by the Executive Committee; must be a Voting Member of MLA, Inc. and the Philadelphia Regional Chapter/MLA.

· Members appointed annually and serve two-year terms with option of reappointment subject to Board approval; must be voting members of the Chapter.

· Chapter Chairperson is ex officio.

	
	

	Charge:
	· Monitors relevant legislative activity at local, state and national levels.

· Reports legislative activities to the Board.

· Recommends action in response to relevant issues. May include correspondence with legislators.

· Maintains and utilizes legislative action alert network using electronic communications media (such as email and fax). Legislative alerts are to be sent out to the Chapter membership only when an issue is specifically relevant to medical libraries. (Board Minutes 9/93)

· Encourages membership to take action where relevant.

· Publishes articles of interest in The Chronicle.

· Designates a member of this Committee to join the Pennsylvania Library Association. Note: PaLA and DLA membership paid for by the Chapter. (Board Minutes 7/92)

· Submits annual objectives, budget, and annual reports.

· Copies official correspondence and reports to the Archives.


Membership Committee

	Established:
	1963

	
	

	Revised:
	2001

	
	

	Composition:
	· One to four members

· Chair selected from committee when possible and serves a two year term with the option of reappointment subject to Board approval; must be a Voting Member of MLA, Inc. and the Philadelphia Regional Chapter/MLA

· Members appointed annually and serve two-year terms with the option of reappointment subject to Board approval; must be voting members of the Chapter.

· Chapter Chairperson is ex officio.

	
	

	Appointment:
	The Chair shall select him/herself or another Membership Committee member to represent the chapter on the MLA, Inc. Membership Committee.

	
	

	Charge:
	· Reviews, produces and distributes the Chapter’s membership application form to all active members each year.

· Reviews, produces and distributes a membership brochure.

· Recruits new members for the Chapter.

· Communicates information about new members to the membership; announces new members in The Chronicle.

· Sends welcome emails to new members; organizes a colleague connection for new Chapter members at chapter programs/meetings.

· Maintains an up-to-date membership database and mailing list for the Chapter. Selective membership database information will be relayed to the Chapter web site to provide online accessibility to Chapter members.

· Serves as an advisory body to the Board on matters involving Chapter membership.

· Submits annual objectives, budgets and annual reports.

· Attends the Membership table of the Chapter Sharing Roundtables at MLA, Inc. Annual Meeting or sends representative from the Membership Committee.

· Sends changes in members’ addresses, phone numbers, etc. to the Chapter Board and Webmaster via email in a timely fashion.

· Prints membership labels for Chapter mailings and at the request of the Chapter Chairperson. Labels are provided to other MLA chapters and library organizations for meetings of mutual interest. Neither electronic nor surface mail addresses of members will be supplied to companies or individuals who are not Chapter members. (Board minutes, 12/96) Vendors may join the Chapter and create their own mailing lists from the directory.

· Copies official correspondence and reports to the Chapter Archives.


Membership Recruitment

	Policy:
	A descriptive brochure with attach renewal application form/dues invoice for membership renewal will be produced each year and mailed or emailed to all active Chapter members in late October. Chapter membership recruitment Brochures and membership applications will also be distributed annually to health science librarians within the Chapter boundaries who are not current Chapter members.

	
	

	Dues:
	· Annual dues are collected from the Membership in an amount determined by the Board which cannot exceed the Regular Member dues of MLA, Inc. (Bylaws of the MLA, Inc, Article X., Section 7) Current dues of $15.00 are collected from the membership (Board minutes 11/90) A discounted rate of $7.50 is offered to students. Dues are mailed to Membership Chair with renewal or new application form and are transferred to Chapter Treasurer by the next Board meeting after receipt.

	
	· The membership year is the calendar year, beginning January 1 and ending December 31 annually. Dues are payable on January 1. Dues received after September 1 are credited to the following calendar year.

	
	· If annual dues are not paid by Feb 15, membership in the Chapter lapses and the member’s name is removed from the Membership database, online member directory, Chapter LISTSERV and the Chapter mailing list.

	
	

	Procedure:
	· The membership brochure should be periodically reviewed for accuracy of the statements of membership benefits, description of the Chapter and its officers and committees; and any other relevant or new information.

	
	· The new or renewal application form will include space for name, title, institution, business address and home address, telephone number, amount of dues, where to send dues, new member or renewal, type of affiliation, electronic mail address, fax number and state and federal legislative districts (Board minutes, 1/92)

	
	· A renewal application form/dues invoice is mailed to all current dues paying Chapter member in late October of each year. A second and third renewal mailing will be distributed respectively in November and December followed up by phone calls from Membership Committee members in January to those who don’t respond to the mailings. A final mailing is distributed in late January accompanied by a letter from the Membership Chair stating that they will be removed from the membership list unless dues are rec’d by February 15. (Board minutes, 9/87)

	
	· A recruitment brochure and new member application form will be distributed annually to non-chapter members within the Chapter’s boundaries.

	
	· Non-chapter member librarians located within the Chapter’s boundaries can be identified by:

· Obtaining membership list from MLA, Inc. for the Chapter’s geographic boundaries

· Central Pa Health Sciences Library Consortia

· Consortium for Health Information and Library Services

· Cooperating Hospital Libraries of Lehigh Valley Area

· Delaware Valley Information Consortium

· Health Sciences Library Consortium

· Wilmington Area Biomedical Library Consortium

· Health Information Library Network NE Pa

	
	· When new and renewal forms and dues are received by the Membership Chair, the membership list/database is updated and the checks are forwarded to the Treasurer.

	
	· New members’ names are submitted to the Editor of The Chronicle and the Chapter Board.

	
	· Selective database information is sent to the Chapter webmaster for inclusion in the online membership directory and Chapter listserv whenever additions, deletions, or changes are made in membership information.

	
	· A welcome message and chapter introductory package is distributed to new members by the Membership Chair via email or regular mail.

	
	· Honorary Lifetime Chapter members’ information will be included in membership database, online membership directory, Chapter LISTSERV and any mailing lists.


Membership Application

Available on the Web (http://www.mlaphil.org/membapp.html)
AHIP Representative
	Function:
	The AHIP Representative acts as a liaison between the MLA, Inc. Credentialing Committee and the Chapter Board of Directors.

	
	

	Requirements:
	The AHIP Representative shall be a Voting Member of MLA, Inc., a member of AHIP, and a member of the Philadelphia Regional Chapter/MLA.

	
	

	Selection:
	The AHIP Representative is appointed by the Chapter Chairperson.

	
	

	Term:
	Two years, renewable at the discretion of the Chapter Chairperson..

	
	

	Duties:
	· Assists Chapter members in the process of applying for AHIP credentialing on an individual basis by holding workshops and/or giving presentations.

· Attends Chapter Board of Directors’ meetings.

· Attends National Credentialing Committee meetings at MLA, Inc. national conferences.


Development Coordinator

	Function:
	The function of the Development Coordinator is to solicit contributions from local vendors and other appropriate sources to support Philadelphia Regional Chapter/MLA activities and functions. The Development Coordinator serves as a voting member of the Board of Directors.

	
	

	Requirements:
	The Development Coordinator shall be a Voting Member of MLA, Inc. and the Philadelphia Regional Chapter/MLA.

	
	

	Selection:
	The Development Coordinator is appointed by the Chapter Chairperson with approval of the Board of Directors.

	
	

	Term:
	Two years with the option of reappointment.

	
	

	Duties:
	· To investigate levels of potential funding that might be received from library-related vendors in support of Chapter programs and functions and to work in conjunction with the Membership Committee, Program Committee, and Continuing Education Committee Chairs.

· To develop a plan for soliciting the Philadelphia Region’s vendor community and other sources, to present that plan to the Board for approval and to implement the approved solicitation plan.

· To oversee collection and deposit of the funds donated to the Chapter’s bank account.

· To alert chapter membership of vendor support through the chapter LISTSERV and the chapter newsletter.

· To provide vendor recognition at the Annual Meeting.
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