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Introduction
The annual meeting plays an important role in the professional development of members of the Mid-America Association of Law Libraries (MAALL). The success of an annual meeting depends upon four factors:

1. Stimulating program

2. Good attendance

3. Good, inexpensive hotel accommodations

4. Congenial and pleasant atmosphere

The role of the Local Arrangements Committee and the Program Committee in achieving this success is a vital function of MAALL as well as a rewarding professional activity. Members of both these committees are appointed by the President, usually with the approval of the Chairs.

The usual meeting period has been from Thursday noon to Saturday noon during the period of late September through early November, however in the last five years or so, meetings have occurred on either the second or third weekend in October.

The Local Arrangements Committee selects the hotel and negotiates all terms with the hotel, taking into consideration meeting rooms, banquet rooms, and exhibit space, if there are to be exhibits. You should negotiate with the hotel around 12 months in advance. Cost should be a factor, as will the quality of the food. The President of MAALL should be consulted about possible choices. The Chair of the Local Arrangements Committee should actually sign the hotel contract, giving a copy to the President. The hotel should send the Local Arrangements Chair a letter stating that it is in compliance with the Americans with Disabilities Act.

Subjects to be covered in the hotel contract include: meeting dates, block of rooms reserved (in 1993, these were 20 Wed. night, 60 Thurs. and Fri. nights, and 20 Sat. night); room rates; room reservation procedure; parking; complimentary rooms and suites; exhibit space; meeting and banquet rooms; telephone calls; and convention services. Don't forget to ask about taxes on rooms, meals, etc. Hotel taxes can be quite high.

Local Arrangements should also check with the local convention bureau. For example, the Little Rock Convention Bureau provided free information about Little Rock, prepared name badges, and provided someone to staff the registration desk, all for no charge.

Finances

MAALL meetings should be self-supporting. Convention programs and activities should be limited to the level permitted by available revenues. Sources of revenue are the registration and exhibitors' fees. The President sets these fees after consultation with the Local Arrangements Chair, the Program Chair, and the Treasurer. In 1993, the registration fee was raised from $65 to $75.

Customary social events include: an opening lunch, an evening reception, two light breakfasts, a dinner and special event, a light or brown bag lunch, and 2 nights of a hospitality suite. The Local Arrangements Committee determines the cost of these social events, and individual tickets (usually for the day) are sold to non-registrants desiring to attend.

A vendor, firm or school may sponsor a meeting event, with the approval of the President and Local Arrangements. Sponsors should be acknowledged in the meeting program. Contributors donating less than the cost of a single event will be acknowledged in the program as well.

Chapter Officers

President

The President is responsible for the meeting budget. He or she sets the program social events, and determines how many outside speakers (who must be paid) can be brought in (usually the number is two). The President contacts vendors and solicits donations.

The Chair of the Local Arrangements Committee works in close cooperation with the President of MAALL and keeps her/him informed of meeting plans. The President should meet with the Program and Local Arrangements Committees at the AALL meeting in July.

The President also publicizes the meeting in the AALL Newsletter, and to other organizations.

At any events involving a speakers' table, the President designates those who will be seated at the speakers= table (usually the opening luncheon and the banquet). The President may designate someone to act as Parliamentarian for the meeting.

Vice-President/President-Elect

The President-Elect arranges the details of the installation of incoming officers on the last day of the meeting. Installation may take place at a meal or at a business meeting.

The President-Elect appoints the Program Chair for next year's meeting.

Secretary

The Secretary records the proceedings of the business meeting. With the President, he/she prepares the agenda for these meetings and acts as Parliamentarian, unless the President designates someone else.

Treasurer

The Treasurer has a fiduciary duty over the finances of MAALL, and must keep the President apprised of any financial problems regarding the annual meeting. The Treasurer supplies voucher forms for expenses not charged to the Local Arrangements Committee.

All Officers

The officers of MAALL should feel that it their duty to introduce themselves to any member or guest, to introduce visitors to each other, and to try to make all welcome.

Program Chair

The Program Chair is responsible only for the professional program. The Program Chair should keep the Local Arrangements Chair informed as to the development of the professional program, since many of the local arrangements will depend entirely on the program events.

The program shall include no less than four separate sessions of a professional nature. Suggestions for subject content may come from the President, the President-Elect, Local Arrangements Committee members who know of strong speakers or specialists in the area, the membership, or current library literature, as well as from the Program Committee members. The program should include topics which are of interest to law librarians from various sizes and types of law libraries. Participants should also represent a cross section of the MAALL membership.

The Program Chair and President should decide if there will be a pre- or post-meeting workshop. The MALSLC decides whether there will be a program for paraprofessionals. If so, the Program Chair must co-ordinate these events as well.

The budget for the professional program must be approved by the Local Arrangements Chair and the President. Normally, MAALL pays transportation, hotel and meals for outside (outside MAALL) speakers participating in the program. Honoraria are not normally paid to participants, but if the Program Chair wishes to provide one, the Local Arrangements Chair and President must approve.

A registration packet should be sent to outside speakers. The Program Chair, the President, the Local Arrangements Chair and the outside speakers should all have an understanding about expenses and how and what will be reimbursed.

Time Schedule

One year in advance - Local Arrangements Chair signs contract with hotel. Program Chair is appointed by President. Local Arrangements and Program Committees are formed.

Seven months in advance - the Program and Local Arrangements Chairs prepare a tentative program of events. The President approves a tentative budget and begins soliciting vendors for contributions. Outside speakers are contacted.

Five months in advance - outside speakers are confirmed in writing. Other speakers and moderators are firmed up.

June - the Local Arrangements Chair contacts MAALL committee chairs and the MALSLC and discerns whether they will need meeting space during MAALL. The Local Arrangements chair is responsible for handling space needs for the committees.

July, at the AALL Annual Meeting - the President, Local Arrangements Chair and Program Chair speak at the MAALL meeting, to announce the highlights of the fall meeting. The President meets with the Local Arrangements and Program Committees, and develops a checklist for remaining tasks.

August ‑ registration packets go out to MAALL members, speakers, and possible exhibitors. Local Arrangements is responsible for preparing the contents of the registration packets, and also the final programs which will be distributed at the meeting.

The Printed Program

The text should be finalized by Sept. 15, so that sufficient time is available for printing. The program must include the MAALL officers, the members of the Local Arrangements and Program Committees, the meeting sponsors and contributors, and all events. Committee meetings should be included. Names and titles of outside speakers must be included, as well as at least names of MAALL speakers, moderators, etc. A map of the meeting areas is also helpful.

The Meeting

The meeting begins by the opening of the registration desk. It should open no later than 10 AM on Thursday; 8 AM is not too early. It should run all day, and Friday morning. Badges and ribbons indicate the status of members and non‑members. Typical ribbons denote: officers, speakers, Program Committee members, Local Arrangements Committee members, past Presidents, those attending for the first time, exhibitors, etc.

The registration desk should be conveniently located. Arrange the packets in alphabetical order for distribution. Packets should include the program, the name badge, meal and event tickets, any PR materials, a restaurant guide (if there are any restaurants in town), a list of registrants, etc. Meal and event tickets and extra packets should be available for extra registrants and those wishing extra tickets.

After the Meeting

The Local Arrangements Chair and the Meeting Treasurer will audit all hotel bills. The Meeting Treasurer will pay the bills and file a detailed report with the Local Arrangements Chair and the President. The Local Arrangements Chair will also prepare a report indicating the total number of registrants, broken down into members, non‑members etc. This report should be submitted to the President.

The Local Arrangements Chair shall submit a short report including a complete financial statement to the President and other officers no later than 90 days from the close of the meeting. The Program Chair should write thank you letters to all speakers and moderators, as well as Program Committee members. The Local Arrangements Chair should send thank you letters to those committee members. The President should send thank you letters to officers, the Program Chair and the Local Arrangements Chair.

General Program

The program for an annual meeting has three parts: business, professional and social.

Business

The President and Secretary are responsible for planning the business meeting.

Professional

The Program Chair is responsible for the professional program. The Program Chair should keep the President and the Local Arrangements Chair informed as to the development of the program.

Social
The Local Arrangements Chair is responsible for the arrangements and details of the social events.

Schedule
The program usually follows the following schedule:

Thursday

Opening Lunch

Program(s)

Reception or Banquet or Special Event

Hospitality Suite

Friday


Breakfast/Business Meeting

Program(s)

Lunch

Program(s)

Reception or Banquet or Special Event

Hospitality Suite

Saturday

Light Breakfast

Program(s)

Budget
Meeting budgets should be prepared by the Program and Local Arrangements Chairs and presented to the President. Suggested budget for Local Arrangements Chairs:

Income:
Registration fees 

Contributions

Exhibit fees

Expenses:
Mailing (meeting announcement)

Equipment rental (microphones, overheads, etc.)

Printing (programs, name badges, program handouts)

AALL Representative (hotel & meals - MAALL pays travel)

Outside speakers (travel, hotel & meals)

Miscellaneous (ribbons, gifts, etc.)

Transportation

Food

Entertainment

Hospitality Suite

Don't forget about taxes when planning the budget. MAALL had to pay all taxes in Arkansas. If you have not allowed for taxes they will make quite a dent in your budget.

Local Arrangements Committee
The Local Arrangements Chair reports to the President and works closely with him/her. The Chair selects other MAALL members in the area to be on the Local Arrangements Committee. The Chair appoints as many members as necessary to assure a successful meeting.

The following appointments or subcommittees may be designated, dictated by local conditions:

Treasurer

Publicity

Registration

Exhibits

Food


Hospitality

Meeting rooms

Transportation

These functions may be separated or combined as the Chair decides. The committee should meet often enough to effectively plan and make the necessary local arrangements. A secretary should be appointed at the first meeting, minutes kept and given to every member of the Committee.

Treasurer

The Local Arrangements Treasurer is responsible for receiving all funds, keeping accounts, paying bills, preparing a financial report, and transferring monies due to the MAALL Treasurer at the end of the meeting. If the Chair and President agree, the MAALL Treasurer can serve as Local Arrangements Treasurer.

He/she will prepare a financial statement which, together with all books, records, receipts, cancelled checks and bank statements, shall be sent to the MAALL Treasurer within three months after the close of the meeting.

If the committee so desires, a limited petty cash fund may be made available to the Local Arrangements Committee for local expenses. The Local Arrangements Treasurer may open an account in a local bank. Only his/her signature, and a designated co-signer's signature, should be accepted on checks.

No financial obligation shall be made by any member of the Local Arrangements Committee without the consent of the Chair.

Registration

The President will set the registration fee in consultation with the Local Arrangements Chair. MAALL tradition is that the lowest possible fee is charged to members. Non-members may be charged more than members, as may those who register after an arbitrary date chosen by the Chair. The latter early registration incentive may be used to predict the number of attendees and to ease the work of the Local Arrangement Committee. Fees can be set for the following categories:

Registration fee for members

Registration fee for non-members

Late registration fee for members

Late registration fee for non-members

Single day registration for members

Single day registration for non-members

Single meal or event registration

The Local Arrangements Committee prepares and sends the registration mailing. The packet should contain a meeting registration form, tentative program, hotel registration form, PR materials about the town and hotel if available, and transportation instructions. The MAALL mailing labels should be used (about 200 names). Registration packets should be mailed six weeks to two months in advance of the meeting. Registration information can also be printed in the MAALL Newsletter, and posted on Internet.

As people register, keep track of their checks. Prepare name badges and ribbons for attendees, and obtain brochures and restaurant menus for display at the registration desk. Staff the desk during the times that registration is permitted. Helpful items at the registration desk include: a bulletin board on an easel; memo pads; restaurant menus on a table nearby; a good map of the town; a receipt book; a bulletin typewriter; maps; and access to a copier.

Refunds for cancelled registration fees, less a service charge, can be made up to the opening date of the meeting. Refunds can be made after that time at the Treasurer's discretion.

After the annual meeting, prepare a report giving statistics on the members and nonmembers attending.

Food
Local Arrangements selects the food and contracts with all food vendors. Meal costs must fit within budgetary limits. Customary food is: Thursday lunch, break, and reception or dinner and hospitality; Friday breakfast, break, lunch, break and reception or dinner and hospitality; and Saturday breakfast and break. In Little Rock we required attendees to tell us what functions they would be attending. This really lowered food costs. We also gave people a choice as to meals, whenever possible, including a vegetarian choice. If someone local is to speak at the opening lunch or at dinner, the Program Chair and President should approve the choice. The President should decide who sits at the head tables for meals.

Meeting Rooms

Meeting rooms should be arranged in close communication with the Program Chair. Usually you should attempt to set them up classroom style unless the program requires special arrangements. Local Arrangements should contact the speakers, once they are known, about special equipment needs such as computers, overhead projectors, etc. Speakers should have name cards, and water should be provided in each meeting room. Someone on Local Arrangements should check each room shortly before the program starts, so that if there is a problem the hotel staff can be alerted in time to correct it.

Publicity

Try to get publicity from the local media both before and during the meeting. Clippings of press stories should be kept and deposited in the archives. It is not always easy to get publicity for MAALL meetings. Local law librarians who are not members of MAALL should be encouraged to attend through announcements at local professional meetings, through appointments to the Local Arrangements Committee, through personal phone calls, and through special mailings.

Exhibits

A special letter is included in the packets that go to possible exhibitors. The President and Local Arrangements Chair prepare the mailing list for exhibitors. Exhibitors include MAALL members and non-members. Every exhibitor must pay the registration fee paid by all attendees, and an extra exhibit fee. Non-member exhibitors should pay $25 over the member exhibit fee. Local Arrangements makes sure exhibit space is available in the hotel or elsewhere. Exhibit space is best close to the meeting rooms.

Make sure that space is sufficient for exhibitors, and that any necessary phone lines, etc. are available. Provide drapes for the tables. Coffee and rolls are a nice touch too.

Hospitality
The hospitality room should be a large, open space or suite. Ordinarily, the bartender is a MAALL member. Hours of the hospitality service should be announced in the program. Typically, the hospitality suite has been open on Thursday and Friday evenings. Normally, if MAALL members use 50 rooms on a particular night the hotel will give MAALL a free room, which is then used for the hospitality suite. The Local Arrangements Committee supplies and food and drink, and is reimbursed.

Transportation

Normally, MAALL does not provide transportation from the airport to the hotel for MAALL members, although Local Arrangements may wish to do so for outside speakers and the AALL representative. If programs or events are some distance from the hotel, Local Arrangements is responsible for arranging adequate transportation.

Outline of Suggested Meeting Report
MAALL Annual Meeting

Place and Dates


Registrants

Full

Members

Nonmembers

Late

Members

Nonmembers

Single Day

Members

Nonmembers

Single Event

Exhibitors


Finances

Receipts

Registration fees

Exhibit fees

Contributions

Miscellaneous

Total
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