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The REFORMA Manual is working document and can be reviewed and
updated as needed. Changes do not require Executive Committee or Board
of Representative approval, but the Secretary must make all members of the
Executive Committee and Board of Representatives, Operational
Coordinators, and Office Staff aware of chasg@& the listservs.

The most recent version of the manual is available on the REFORMA Web
site.
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BOARD OF DIRECTORS AND EXECUTIVE COMMITTEE

General responsibilities of tiREFORMA Board of Directors and Executive
Committee

It is the responsibility ofte REFORMA Board of Directors (The Board) to conduct all
the business of the organization and to carry out the goals of REFORMA. The Board
shall delegate responsibilities to the elected representatives that form the Executive
Committee.

The Board of Diectors consists of:

e Executive CommitteeRresident, VicePresident/Presidedfilect, Secretary,
Treasurer, MembeAt-Large, Chapter Representayand Immediate Past
President)

e Chairs of the Standing Committees

e Presidents of REFORMA chapters

Each Boardnember has one vote.

For questions regarding quorum, please refer to the REFORMA Bylaws (Attachment A).
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PRESIDENT

The President of REFORMA is responsible for leading the national organization in the
following areas:

1. Serves a om (1) year elected teras president. The previous year serves
as VicePresident/Presidettlect for one year and the following year
serves as Immediate Past President for one year

2. Calls and conducts the Executiver@mittee and Board of Directors
meetirgs at ALA Midwinter Conference, and calls and conducts the
Executive Committee, Board of Directors, and Membership meetings at
ALA Annual Conference.Creates and electronically distributes agendas
for the REFORMA meetings held at ALA Midwinter and Annual
Conference two (2) weeks prior to the meetings.

3. Assures that the goals and objectives of REFORMA are met.

4. Officially represents REFORMA at appropriate meetings, conferences,
and other activities (or appoints a designee).

5. Maintains official contact/corgpondence with the local REFORMA

Chapters.

6. Approves Expenditure Forms and forwards them to the Treasurer for
payment.

7. Acknowledges donations by businesses or individuals for gifts or services.

8. Acts as liaison between national REFORMA and other ALAiafél
organizations.

9. Works with the Executive Committee on timely business that may be
necessary between the two conferences.

10. Identifies and monitors issues affecting library services to the Spanish
speaking communities and the goals of REFORMA.

11. Keeps cuent and accurate listing of committees and their membership.
Works with PresideRrElect for next appointments.

12. Isresponsible for the hiring and supervision of the office manager.
13.  The President and/or the Executive Committee may form Ad Hoc

Committeego deal with a specific issue or task. The President shall
appoint the Chair of the committee. The Ad Hoc Committees will have a
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specific charge and timeline to follow. When the task is completed, the
Ad Hoc Committee is disbanded.

14.  Works with the Moa Award Committee, the Office Manager, and the
Treasurer to deposit the check from Pat Mora for the Mora Award and its
administrative costs, currently $1,075.00.

15.  Works with the Public Relations Chair and current Mora Award
Coordinator to publicize thBloraaward and subsequent winner.

16. At the end of the term, forwards records to the California Ethnic and
Multicultural Archives (CEMA) for inclusion in the REFORMA

Archives.
A. Taking over the office
1. Takes over his/her office as the last item of busiagegd A Annual

Conferencanembership meeting

2. Immediately contacts the ALA Conference Office in writing, adding the
name, address, phone number and email address of the officers to the
Aofficial o organization mailinsg | ist
This is crucial and must be acted upon in a timely manner.

3. Corresponds with the Vice President/Presigelect in July to set
timelines for conference planning for Midwinter and preliminary program
planning for the ALA Annual Conference.

B. Conferencee Planning

(*Note: Because the ALA Conference Office begins preparing its Conference Planning

Packets soon after the Annual Conference for both Midwinter and Annual Conference,

the REFORMA President and Vice President/Presifidatt also need to be praed to

meet ALAOGs early fall deadline schedule for
meeting/program schedulgs.

The President should work with the Vice President/Presifiett to identify all the
committee meetings that need to be sched{@ad meetingige) for Midwinter and
Annual Conference. It is the responsibility of the President to work directly with ALA
Conference Office. By August, the President/Presifigett should have received
information.

1. ALA Midwinter Meeting Responsibilities
a. Plans theALA Midwinter agenda in consultation with the
Executive Committee.
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b. Conducts the Executive Committee and Board of Director
Meetings at Midwinter.

2. ALA Annual Conference Responsibilities

a. Works with the Vice President/Presiddfiect on any changes of
the meeting schedules after ALA Midwinter.

b. Collaborates with the Vice President/PresielElgct on providing
Apreliminaryo meet i ndMaichhissoeroinat i on
the REFORMA Newsletter(June issue is too late to allow people
to make travel plans This is crucial and needs to be completed in
a timely fashion.

C. Plans the agendas for the ALA Annual Conference in consultation
with the Executive Committee

d. Conducts the REFORMA Executive Committee, Board of
Directors, and Membership meetings.

e. Turns wver the Presidency as the last action of the last REFORMA
meeting scheduled.

3. Assumes the major responsibility of serving as the REFORMA National

2007

Program Chair. To help establish a timeline, the following may be used:

July-August Determines the REFORMNational Program theme for the ALA
Annual Conference. Determines the number of programs in

conjunction with the Executive Committee. Ascertain the numbe
committee/membership meeting spaces that are needed for Midy
and Annual Conference meetsgldentify program and scholarshig
fundraiser chair for activities at ALA Annual Conference.

Late August Confirms with ALA Conference office the Vice President/Preside
Elect name and address is correct on the Conference Office malil
list.

Septembr Notifies REFORMA membership o

scheduled for ALA Midwinter electronically and through the
REFORMA Newsletter (Fall issue)

Mid-September

Receives first Annual Conference mailing from ALA. Begin
gathering date/time and inforniat for meetings and programs fron
all appropriate parties.

Late September

Submits space request for Midwinter meetings.

f
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Early October

Submits space request forms for ALA Annual Conference meetin
programs, and fundraising activities.

Late October

Reviews preliminary schedule of meetings for Midwinter. Submif
revisions to ALA Conference Office. Notifies Chair of meeting dg
time and location and ask for changes.

January

The President announces the winners of the Pura Belpre Award
together withALSC President at the ALSC Literary Awards Press
Conference

Early November

Reviews finale schedule for Midwinter activities. Submits last
change for Midwinter to ALA Conference Office.

January Develops text for preliminary program for Annuabdi@erence with
February program chair.

February Submits preliminary program forms to ALA Conference Office.
February Submits Atentativeo meeting,

electronically to REFORMA Board and the REFORMA Newslette
Editor for inclusionin Winter edition of REFORMA newsletter.

Late February

Reviews preliminary schedule for Annual Conference. Ascertain
need for meal tickets. Notify President, committee chairs and
program chairs of meetings and program schedules. Obtain cha
from chairs.

Mid-March

Submits final copy of ALA Annual Conference Program

Late March

Submits ALA Annual Conference changes. Arranges for printing
any required meal/special event tickets

May

Notifies Executive Committee members, committee chairs, progr
chairs, and speakers of final time/date and room assignment for
meetings and programs for ALA Annual Conference.

Mid-May

Submits any tickets to ALA Conference Office for sale in the ALA
ticket booth at ALA Annual Conference.

June

The President openbe Pura Belpre Award Celebracion and,
together with ALSC president, presents the plaques to the winnir|
authors and illustrators

4. Communication

a.

Communicates appropriately to the national membership through

the REFORMA Newsletters.
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b.

2007

Keeps in contaawith Standing Committee Chairs throughout the
year, especially in determining the agenda for the two conferences,
and/or checking on the status of particular committee assignments.

5. Appointments

a. Considers whom he/she will recommend for appointmentd A
Committees prior to appointmen{The ALA PresidenElect
usually will send a letter asking the REFORMA President for
nominees by September(The ALA Handbook will list all
committees.

b. Appoints Standing and Ad Hoc Committee chairs as necessary
throughout the term of office.

6. Fiscal Matters

a. Works with the Treasurer to determine the budget and other fiscal
matters for the incoming year.

b. Reviews the budget reports submitted by the Treasurer.

C. Works with the Fundraising Chair on activities the current year.

7. ALA Candidate Endorsements

a.

In the early Fall, mails a set of questions to the candidates with a
return date of November 5 This action is crucial and requires

t i mel y a cGandidate.EndoréeBienefor AREFORMA
Election®)

Extends an invitation to all candidates who responded to be a guest
at a REFORMA Executive Board meeting at ALA Annual
Conference.

Presents the candidate(s) and their response(s) at the ALA
Midwinter Board meeting. At that time, the Board will vote on
whom, if anyone, to endorse.

C. Candidate Endorsements for NorAREFORMA Elections

REFORMA Board will endorse candidates for major Aelctions using the following

procedure:

1. In early Fall, the REFORMA President will mail the following questions
to thecandidates with a return date of Novembéf.15

a.

There have been many concerns about the persistent under
representation of ethnic minorities in the ranks of librarians. How

10
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do you perceive this problem and how would you, as (name of
organization) Predent address this deficiency?

b. In the context of your background asemnployer/administrator,
what steps had you previously taken to promote an ethnically
diverse work environment?

C. What could ALA do to involve more underrepresented groups
(ethntc minoritieg in the Association?

d. What can library school educators do to recruit underrepresented
groups?

e. How can these schools address the issues of diversity within the
curriculum so that all graduates are befiepared to address the
needs?

2. The President will present the responses of the candidates for ALA

Midwinter Board meeting. At that time, the Board will vote on whom, if
anyone, to endorse.

3. Based on that vote, the Newsletter Editor will print the Executive Board's
decision of endoement and the candidates' responses to the questions in
the WINTER REFORMA Newsletter.

4, The President will issue an invitation to all ALA presidential candidates
who responded to the questidnsbriefly address the REFORMA
Executive Board at its ALMidwinter meeting.

11
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VICE PRESIDENT/PRESIDENT -ELECT

The Vice President/Presideitect of REFORMA is responsible for the national
organization in the following areas:

1. Serves @ne (1)year elected term; the first year as Vieeesident/
PresidentElect, the second year as President, and the third year as
Immediate Past President.

2. Appoints new and/or reconfirms national REFORMA Standing
Committee Chairand Operational Coordinatopsior to assuming the
office of President.

3. Serves as liaisorof fundraising activities at ALA Midwinter and ALA
Annual Conferences.

4. Assists the President in developing the agenda for the Board meetings at
ALA Midwinter and Annual Conference, as well as the Membership
meeting at Annual Conference.

5. Notifies Board ofroom assignments for meetings and fundraising events
for ALA Midwinter and Annual Conferences. To help establish a
timeline, the following is to be used:

December Notified Board of room assignments for Midwinter meetings and
fundraising activities

May Notifies Board of final time/date and room assignments for meeti
programs, and fundraising activities for ALA Annual Conference.

6. Serves on the Executive Committee of the Board.

7. Serves on the REFORMA Finance Committee.

8. Represents National REFORM official functions at the request of the
President.

9. At the end of the term, forwards records to the California Ethnic and

Multicultural Archives (CEMA) for inclusion in the REFORMA Archives.

12
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TREASURER

The Treasurer of REFORMA is responsible for legdhe national organization in the
following areas:

A. General Responsibilities
1. Serves a two (2) year elected term; may beleeted for a second term.

2. Takes charge of, and is responsible for, all the fiscal, financial, and
budgetary affairs of Natital REFORMA.

3. Works with the Finance Committee in preparing an annual budget due for
adoption no later than ALA Annual Conference Board meeting.

4. Responsible for financial accountability of the organization, its
membership, and its books in their entirety.

5. Serves on Finance CommitteResponsibilities include:

a. Issues a yeaend report on prior year revenues and expenditures
and certifies, by program the amount of money available to the
organization in each new fiscal year.

b. Issues a report on revenue amgbenditures, by program at the
ALA Midwinter Meeting of the Board

C. Distributes reports to each Standing Committee, Chapter, Officer,
special committee and task force which summarizes its revenues
(for chapters, this report would include only memberseygnues
submitted to the national REFORMA treasueynd expenditures
from the prior fiscal year and a form(s) that enables it to develop
budget requests (changes, enhancements, reductions) for
REFORMA Board to consider at ALA Annual Conference in June.

d. Budget requests are submitted by the chairs of each Standing
Committee, Chapter President, Task Force/Special Project for
review by the Finance Committee. The Treasurer is responsible
for the collection of these budget requests and budget
dissemination tehe Finance Committee

e. Issues an updated state of revenues and expenditures for the
Finance Committee and Board.

6. Serves on Organization Development Committee.

13
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7. Wor ks with appropriate officers or men
| mpact St at mopesedicliaptdr,aammittee,task force/special
committee, programs and/or projects. The Impact Statement must be
submitted to the Finance Committee.

8. Submits an annual fiscal report for publication electronically and in the
Fall newsletter.

9. Submits awittenmidy ear Tr easurerds report to a
meeting at ALA Midwinter.

10.  Submits a written final annual report to the REFORMA Board and
Membership meetings at ALA Annual Conference.

11. Works with Chapter Presidents to insure proper reporting atettioh of
membership fees each January.

12.  Works with the NewsletteAdvertisingand Office Manager to insure that
the process of purchasing advertisements for the Newsletter is efficient
and payment is collected.

13.  Works with the Mora Award Committeene Office Manager, and the
REFORMA President to deposit the check from Pat Mora for the Mora
Award and its administrative costs, currently $1,075.00.

14.  Submits every year to the Internal Revenue Service a list of REFORMA
Chapters and their presidents.

15. At the end of the term, forwards records to the California Ethnic and
Multicultural Archives (CEMA) for inclusion in the REFORMA Archives.

B. Requesting Funds from National REFORMA Treasury

In order for the REFORMA Treasurer to maintain accurate accounishds, whether

income or expenditure, the item must be docu
incorporation and tagxempt status requires filing of an annual report with the

Department of Consumer and Regulatory Affairs each Apfil 15

Since REFORMA geerally works without an established annual budget, expenditures
should be well thought out and sufficient validation presented for approval. Expenditures
are made from the Operating Fund Account that is carried forward from year to year.
Carry forward mney is added to by sales of membership lists, labels, directory, interest
from bank accounts, and membership and chapter dues.

The Scholarship Account is not used to pay for any expenditure, and by law is to be used
exclusively for its said purpose.

14
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In order for all Board members to be informed of the proper procedures for expenditures
from the REFORMA accounts, the following are steps of process:

1. The Expenditure Form is to be used to request funds or reimbursement of
funds for any amount over $50. idtpreferred to have the vendor submit
an invoice to the Treasurer for a service or merchandise; however, the
expenditure must be approved prior to being made.

2. Submit the Expenditure Form and all documentation such as justification,
estimate of costnvoice, etc., to the President for approval. After
approval, the President shall forward the form to the Treasurer for
payment and/or further review.

3. Members are encouraged to obtain donatioflend to help reduce
expenses. When a business or idiial gives donations, establish a
dollar amount for the donation and submit a completed Expenditure Form
with the notation at tihDeO tNoQT oPfAY.hoe f o
The REFORMA President will make an acknowledgement to the business
or individual onbehalf of REFORMA.

15
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REFORMA

2007

EXPENDITURE REQUEST FORM

This form must be used when requesting expenditure of $50 and over.
Submit this form in triplicate to the REFORMA President for approval.

Name: Date
Committee:
Quantity Description Vendor Amount
Total $
Total Expenditure Approved by:
President| Date

Original forwarded to Treasurer

Date

Copy returned to Requestor

Date

Copy for President files

Requestor name:

Address:

City:

State:

Phone number:

Zip:

E-mail address:

16
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SECRETARY

The Secretary of REFORMA is responsibdehe national organization in the following

areas:

10.

11.

12.

13.

Serves a two (2) year elected term; may beleeted for a second term.

Takes and creates minutes at ALA Midwinter Executive Committee and
Board meetings ahALA Annual Conference Executive Committee,
Board, and Membership meetings.

Distributes minutes electronically to Board or membership prior to
subsequent meetings for approval.

Submits bullet points from the meetings for the REFORMA newsletter
until the approved minutes can be submitted.

Creates and continually updates a dethiisting of the REFORMA Board
and sends this information to the Webmaster for the Web page.

Collects, organizes and electronically distributes information pertaining to
the Executive Committee, Board, and Membership meetings prior to
Midwinter or Annual Conference. This includes annual reports from
chapters, committees and officers.

Creates, distributes and updates
Midwinter or Annud Conference meetings that officers/members are
responsible for.

Updates REFORMA Manual as needed and/or requested.

Notifies and/or sends Webmaster updates for Manual, minutes, agendas,
lists, etc. for posting on REFORMA website.

Distributes change®tthe manual to all members of the Executive
Committee and the Board of Representatives, Operational Coordinators,
and Office Staff via the listservs.

Forwards records to REFORMA Archivist at the end of term.

Submits completd approvedminutes, Board nmabership listings, and
other reports to REFORMA Newsletter Editor for inclusion in appropriate

issue.

At the end of the term, forwards records to the California Ethnic and
Multicultural Archives (CEMA) for inclusion in the REFORMA Archives.

17
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MEMBER -AT-LARGE

Members of REFORMA who reside/work in areas not represented by a local chapter are
represented by the Membat-Large who is responsibte the national organization in
the following areas:

1.

2.

Serves a two (2) year elected term; may beleeted for asecond term.
Represents all Membét-Large members at the ALA

Midwinter and ALA Annual Conference Executive Committee, Board,
Membership meetings.

Solicits from AtLarge members on REFORMA issues being discussed
and in need of resolution at the ioaal level.

Maintains open lines of communication with-Barge members through
the REFORMA Newsletter, REFORMANET list and/or the REFORMA
web page.

Refers AtLarge members who are interested in forming a chapter to the
Organizational Developmeand Nev Chapter€Committee Chair.

At the end of the term, forwards records to the California Ethnic and
Multicultural Archives (CEMA) for inclusion in the REFORMA Archives.

18
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CHAPTER REPRESENTATIVES

Each Chapter Representative is responsilbe national aganization in the following
areas:

1. Each Chapter Representative serves a two (2) year elected term.
Currently, there are three chapter representatives whose terms are
staggered, with one Representative elected in one year and two in the next
year.

2. Shortly after ALA Annual, the current Chapter Representatives designate,
through mutual agreement, which chapters they will represent. This
division should be as equitable as possible.

3. Updates and personalizedlaw Chapter President Tool Kar any of
their designated chapters that have new presidents.

4. Provides a written migear report to the REFORMA Board at the ALA
Midwinter meeting and a final annual report at ALA Annual Conference.

5. Represents heir desi gnat etthe@lbAdVjdwvidgerand concer
ALA Annual Conference Executive Committee, Boafdirectors and
Membership meetingsThis representation does not extend to voting on
behalf of the chapter presidents who are not able to attend the Board of
Directors meeting.

6. Solicits input fomtheir designated chapters by contacting e2lchpter
President on REFORMA issues being discussed and in need of resolution
at the national level.

7. Maintains open lines of communication witieir designate@hapter
Presidents
8. At the end of thedrm, forwards records to the California Ethnic and

Multicultural Archives (CEMA) for inclusion in the REFORMA Archives.

19
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IMMEDIATE PAST PRESIDENT

The Immediate Past President of REFORMA is respongililee national organization
in the following areas:

1.

Serves as a membef the Board for one (1) year, having already served
one year as Vic®resident/President Elect and one year as President.

AppointsFinance @ mmittee members and deternsmeembership size
of committee.

Submits name dfinance Commieemembers to the REFORMA
President once committee has been established

Provides a written committee migar report to the REFORMA Board at
the ALA Midwinter meeting and a final annual report at ALA Annual
Conference.

Serves as the Finance CommitteaiCh

Attends Board and Membership Meetings.

At the end of the term, forwards records to the California Ethnic and
Multicultural Archives (CEMA) for inclusion in the REFORMA Archives.

20
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CHAPTER PRESIDENTS

Each Chapter President of afficial REFORMA Chapter is responsible for the national
organization in the following areas:

1. Serves on the same Julyne calendar as the National REFORMA
Officers.

2. Supports the objectives of National REFORMA.

3. As a member of the REFORMA Boaodl Directorswith one vote each,
representsis/herChapter anhationaREFORMA business meetings and
activities at National Conferences.

4. Communicates directly via REFORMBOD or through their designated
Chapter Representative about REFORMA national issues es.vatses
the same channels to communicate chapter issues and concerns with
National REFORMA.

5. Calls and presides over all general membership meetings of the Chapter,
serves as t he Chapt ad piovides |éatiership far | repr e
all its actvities.

6. Prepares audget reflecting revenue and expenditures to be submitted to
the Finance Committee, via the TreaspireMarch of each year.

7. Prepares an annual report of Chapter accomplishments and actindies
to besubmitedto the REFORMA Natinal Secretaryia REFORMA
BOD two (2) weeks prior to ALA Annual Conference.

8. Insures that onhird of Chapter dues collected for the year is paid to the
REFORMA National Treasurer each January of the subsequent year.

9. Submits Chapter information, evenasid/or updates to the REFORMA
Newsletter and Webmaster.

10.  Sends the official chapter contact information, including the name and
contact information of the Chapter Presidents and Chapter Web sites to the
National REFORMA Secretary and Webmaster.

11. At the er of the term, forwards records to the California Ethnic and
Multicultural Archives (CEMA) for inclusion in the REFORMA Archives.

22
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STANDING COMMITTEES
General Responsibilities

Functions that are needed for the efficient annual management of REFORMA are

ref erred to as ASt and b/2006 thére anaiditeen (I6)Standiry As of
Committees approved by the Board of Directors:

1. Chi | dand¥oungsAdult Services Committee

2. Education Committee

3. Finance Committee

4. Fundraising Committee

5. Information Techology Committee

6. International Relations Committee

7. Legislative Committee

8. Librarian of the Year (Arnulfo Trejo) Award Committee

9. Membership Committee

10. Nominations Committee

11. Organizational Developmeand New ChapterSommittee

12.  Program Committee

13.  Public Relatims Committee

14.  Recruitment and Mentoring Committee

15.  Scholarship Committee

16.  Translation Committee
Each Committee is chaired by a REFORMA member in good standing who is usually
appointed by the Vice President/President Elect for a one eyaanterm.
Most Sanding Committee chairs appoint committee members (for clarification for each
Standing Committee, see entry in the fAManual

from members who volunteer either verbally or through the membership process, from
nominationsor may be solicited by the chair.

Standing Committee Chairs are expected to attend meetings of the Board of Directors at
both ALA Midwinter and ALA Conference.

23
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STANDING COMMITTEES
Childrends and Young Adult Servic

The REFORMA diouhgdAdué Betvices Eammittee Chair is appointed by
the Vice President/PresideBtect and is responsible for the national organization in the
following areas:

1. Serves as a member of the Board for one (1) year.

2. Appoints committee members and deternmmembership size of
committee.

3. Submits name of committee members to the REFORMA President and

Secretary once committee has been established.

4. Provides a forum for the exchange of ideas and information relevant to the
effective delivery of library servicas Spanish speaking children in the
uU.sS.

5. Addresses specific issues relevant to the effective delivery of library

services such as the use of traditional measures which may result in

inequitable and discriminatory allocation of resources, collection

develgpment policies which incorporate relevant criteria to the needs of
Spanish speaking families, and the | ac
librarians and managers.

6. Serves as the liaison to the Association of Library Services to Children
(ALSC), specificaly in issues that are related to the Pura Belpre award.

7. From January to June of each year, plans, organizes, and coordinates the
Celebration for the Pura Belpre Award Ceremony.

a. Prepares and sends invitations and creates the printed program in
consultatimm with the Pura Belpre Selection Committee Chair and
the ALSC Executive Director and/or Deputy Executive Director
(refer to the Pura Belpre Manual for full description of duties and
timeline).

b. Submits a request to REFORMA treasurer to transZ@(d to he
ALSC for celebration expenses.

8. Explores and encourages cooperative programming and sponsorship with
ALSC and other organization within ALA charged with providing services
to Latino/a youth.

9. Est abli shes and b
i

publ i shes ligdBani del i nes
Devel opment for Children. o

24
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10.

11.

12.

Explore alliances and partnerships with other yeagtving organizations,

such as the National Association for Bilingual Education (NABE), the
California Association for Bilingual Education (CABE), National Council

oflLa Raza (NCLR), and the Childrenods

Provides a written committee migar report to the REFORMA Board at
the ALA Midwinter meeting and a final annual report at ALA Annual
Conference.

At the end of the term, forwards records to the CalifoEtfnic and
Multicultural Archives (CEMA) for inclusion in the REFORMA Archives.

25
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STANDING COMMITTEES
Education Committee

The REFORMA Education Committee Chair is appointed by the Vice President/
PresidentElect and is responsible for the national orgation in the following areas:

1.

2.

Serves as a member of the Board for one(1) year.

Appoints committee members and determine membership size of
committee.

Submits name of committee members to the REFORMA President and
Secretary once committee has been dstadal.

Promotes library and information science as a viable profession to the
Spanish speaking community.

Pronotes library use in the Spanispeaking community at large.
Investigates and recommends ways that library schools and their curricula
can beter reflect the Spanish speaking communities and meet the
informational needs of those communities.

Provides a written committee migar report to the REFORMA Board at

the ALA Midwinter meeting and a final annual report at ALA Annual
Conference.

At the end of the term, forwards records to the California Ethnic and
Multicultural Archives (CEMA) for inclusion in the REFORMA Archives.
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STANDING COMMITTEES
Finance Committee

The REFORMA Finance Committee Chair will be the REFORMA Immediate Past
President andgs responsible for the national organization in the following areas:

1.

2.

Serves as a member of the Board for one (1) year.

Committee members shall include the REFORMA Treasurer and one
member from the Board who will be appointed for a two (2) year term.

Works with the REFORMA Treasurer to develop an annual operating
budget that will be presented to the REFORMA Board no later than its
ALA Annual Conference Board meeting.

Monitors program revenues and expenditures and makes
recommendations to the Board figal policies for each program that
will insure fiscal stability for each program and the organization as a
whole.

Reviews the budget requests presented by Chairs of Standing Committees,
Chapters, Officers and special committees and task forces asespogifi
the following adopted REFORMAinancial Planning Calendar.

Financial Planning Calendar

October

Treasurer issues a yeand report on prior year revenues and
expenditures and certifies, by program the amount of money
available to the organization @ach new fiscal year.

January

Treasurer issues a report on revenue and expenditures, by prog
at the ALA Midwinter Meeting of the Board.

January

Treasurer distributes reports to each Standing Committee, Chaj
Officer, special committee and taskde which summaries its
revenues(for chapters, this report would include only membersh
revenues submitted to the national REFORMA treasury) and
expenditures from the prior fiscal year and a form(s) that enable
to develop budget requests (changagancements, reductions) fq
REFORMA Board to consider at ALA Annual Conference in Jur]

March Budget requests are submitted by the chairs of each Standing
Committee, Chapter President, Task Force/Special Project for
review by the Finance Committee.

March The Treasurer is responsible for the collection of these budget

requests and budget dissemination to the Finance Committee.
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April Treasurer issues an updated state of revenues and expenditure
the Finance Committee and Board.

May The Finance Cmmittee, via the Treasurer, issues its recommenc
budget to the Board for review and consideration at ALA Annua|
Conference in June.

June Board adopts the annual operating budget for the new incoming

fiscal year at ALA Annual Conference in June.

Insw es that the following fAline itemsbo
expenditures) are listed on the proposed annual budget:
Office Manager salary and office expenses

Mora Award stipend

Fundraising seed money

ALA affiliate dues

Website domain fee

Elections

Newsleter

Scholarship

Conference Program(s)

National Conference

President

Chil drenbés Book Award

—RTTS@he 0o

Where practical, each program should ©b
sefsustainingo (e.g., Newsl etter) and s
Other programs shddibe established as operating funds. General
membership fees should be allocated in this ranked/priority order:

a. Support Aoperationso
b. Support a threenonth reserve fund
C. Support conference programs

At the end of the term, forwards records to the CalifoEthnic and
Multicultural Archives (CEMA) for inclusion in the REFORMA Archives.
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STANDING COMMITTEES
Fundraising Committee

The REFORMA Fundraising Committee Chair is appointed by the Vice
President/Presidestilect and is responsible for the nationajanization in the following
areas:

1. Serves as a member of the Board for one (1) year.

2. Appoints committee members and determine membership size of
committee.

3. Submits name of committee members to the REFORMA President and

Secretary once committee has bestablished.

4. Coordinates and leads all fundraising projects of REFORiN®Auding
the two annual fundraisesrREFORMA National Conference and special
projects for the organization.

5. Works with the VicePresident/President Elect who serves as a liaison fo
the Fundraising Committee.

6. Sends at least one scholarship donation solicitation to all REFORMA
membership each year.

7. Provides technical assistance to REFORMA committees on fundraising
and public relations.

8. At the end of the term, forwards recordshe California Ethnic and
Multicultural Archives (CEMA) for inclusion in the REFORMA Archives.
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STANDING COMMITTEES
Information Technology Committee

The REFORMA Information Technology (ITC) Committee Chair is appointed by the
Vice President/Presideiitled and is responsible for the national organization in the
following areas:

1.

2.

10.

11.

Serves as a member of the Board for one (1) year.

Appoints committee members and determine membership size of
committee or creates workgroups as necessary.

Submits name of commée members to the REFORMA President once
committee has been established.

Oversees the development of the REFORMA Website.
Promotes electronic communication among REFORMA members.

Conducts workshops on technology and increase information technology
literacy as appropriate.

Keeps abreast of information policies and legislation that will affect
libraries and current technologies or innovative uses of technology to
further the mission of REFORMA.

Develops and promotes appropriate use of technology thdienifit the
Spanish speaking community.

Serves as a resource to Chapters and National Committees on issues
relating to technology.

Provides a written committee migkar report to the REFORMA Board at
the ALA Midwinter meeting and a final annual repattALA Annual
Conference.

At the end of the term, forwards records to the California Ethnic and
Multicultural Archives (CEMA) for inclusion in the REFORMA Archives.
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STANDING COMMITTEES
International Relations Committee

The REFORMA International Relatis Committee Chair is appointed by the Vice
President/Presidestilect and is responsible for the national organization in the following
areas:

1. Serves as a member of the Board for one (1) year.

2. Appoints committee members and determine membership size of
committee.

3. Submits name of committee members to the REFORMA President once

committee has been established.

4. Provides a written committee migkar report to the REFORMA Board at
the ALA Midwinter meeting and a final annual report at ALA Annual
Conference.

5. At the end of the term, forwards records to the California Ethnic and
Multicultural Archives (CEMA) for inclusion in the REFORMA Archives.
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STANDING COMMITTEES
Legislative Committee

The REFORMA Legislative Committee Chair is appointed by the VicsidRzat/
PresidentElect and is responsible for the national organization in the following areas:

1.

2.

Serves as a member of the Board for one (1) year.

Appoints committee members and determine membership size of
committee.

Submits name of committee membarythe REFORMA President once
committee has been established.

Maintains a working relationship with the ALA Washington office via
telephone and/or email.

Studies proposed or passed legislation that is related to the mission of
REFORMA and informs the meratship viatelephone, email, and the
REFORMA Legislative Blog.

Organizes lettewriting drives supporting or opposing legislatiamd
contacts legislative offices with concerns relating to the mission of
REFORMA.

Plans and organizes meetings between@®EHA members and staff of
the Congressional Hispanic Caucus and Congressional Hispanic
Conference members during National Library Legislative Day in
Washington, DC.

Provides a written committee migkar report to the REFORMA Board at
the ALA Midwinter meéing and a final annual report at ALA Annual
Conference.

At the end of the term, forwards records to the California Ethnic and
Multicultural Archives (CEMA) for inclusion in the REFORMA Archives.

32



REFORMA Manual 2007

STANDING COMMITTEES
Librarian of the Year (Arnulfo Trejo) Award Committee

The REFORMA Arnulfo Trejo Librarian of the Year Award Committee Chair is
appointed by the Vice President/PresidElgct and is responsible for the national
organization in the following areas:

1. Serves as a member of the Board for one/¢ay.

2. Appoints committee members and determine membership size of
committee.

3. Submits name of committee members to the REFORMA President once

committee has been established.

4. Calls for nominations of REFORMA individuals for this award in the
winter issueof REFORMA Newsletter.

5. Determines a list of candidates for consideration.

6. Makes selection and announce the recipient no later than Mayf Eaich
year.

7. Submits name of award winner to the Trejo Foundation for plaque and

monetary award in time for ALAnnual Conference presentation.

8. Notifies award winner with date and time of award at ALA Annual
Conference.
9. Coordinates presentation of award with Trejo Foundation.

10. Issues news release announcing award recipient.

11. Provides a written committee migkarreport to the REFORMA Board at
the ALA Midwinter meeting and a final annual report at ALA Annual
Conference.

12.  Orders the plaque for the award and submits for reimbursement.

13. At the end of the term, forwards records to the California Ethnic and
Multicultural Archives (CEMA) for inclusion in the REFORMA Archives.
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STANDING COMMITTEES
Membership Committee

The REFORMA Membership Committee Chair is appointed by the Vice
President/Presidestilect and is responsible for the national organization in the following
areas:

1. Serves as a member of the Board for one (1) year.

2. Appoints committee members and determine membership size of
committee.

3. Submits name of committee members to the REFORMA President once

committee has been established.
4. Promotes membership in REFOIR.

5. Develops promotional literature explaining purpose and goals of
REFORMA to be distributed to the membership.

6. Handles any problems/inconsistencies relating to membership for
individuals.
7. Serves on the Organizational Developmemi New Chaptersommitee.

8. Provides a written committee migar report to the REFORMA Board at
the ALA Midwinter meeting and a final annual report at ALA Annual
Conference.

9. At the end of the term, forwards records to the California Ethnic and
Multicultural Archives (CEMA) 6r inclusion in the REFORMA Archives.
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STANDING COMMITTEES
Nominations Committee

The REFORMA Nomination Committee Chair is appointed by the Vice
President/Presidestilect and is responsible for the national organization in the following
areas:

1. Serves as member of the Board for one (1) year.

2. Committee members consist of the Chair, Immediate Past President, current
President and Vice President/Presidelstct.

3. Any member of REFORMA in good standing
candidate

4. Commitee follows the time table as described below.

5. Chooses a slate of qualified candidates for Vice President/Presitbent
Secretary, Treasurer, one to three Chapter Representatives, and Member
at-large and presents a slate of candidates of no less thg2fwominees
and no more than four (4) per office to the Board of Directors at ALA
Midwinter.

6. Informs each candidate that they will need to make a presentation to the
Board at ALA Midwinter and submit a S
required Newsledr deadline.

10.  Collects, counts ballots, and reports the results to the membership.

11. Notifies the candidate of the results of the election prior to the ALA
Annual Conference.

October Committee identifies potential candidates

November Committee finalizegandidates and confirms the acceptance
nomination

December Slate of officers is completeathd certified for qualifications

January Slate of officers is presented to the Board at ALA Midwinter

February Candidates submit fSNevslettene n
Editor by he deadline for the March issue

April Chair prepares and mails out the ballots

June/July Chair presents results to the Board at ALA Annual Conferen
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12.

13.

Provides a written committee mygar report to the REFORMA Board at
the ALA Midwinter meeting and a final annual report at ALA Annual
Conference.

At the end of the term, forwards records to the California Ethnic and
Multicultural Archives (CEMA) for inclusion in the REFORMA Archives.
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STANDING COMMITTEES

Organizational Devebpmentand New ChaptersCommittee

The REFORMA Organizational Developmetd New Chapter€ommittee Chair is
appointed by the Vice President/PresidElgct and is responsible for the national
organization in the following areas:

1.

2.

Serves as a member ottBoard for one (1) year.

Committee includes the Treasurer, Membership Committee Chair, and one
other Board member.

Assists new chapters to become established or to disband (see following
pages) by providing material to individuals expressing interest in
organizing a new chapter. Information includes, but is not limited to:

a. Tax information

b How to establish bank/treasury account

C. Discounts and incentives for joining REFORMA
d. Brochures

e Membership forms

f. REFORMA Manual

Submitsthe name®f committee membeit® the REFORMA President
once committee has been established.

Provides a written committee migar report to the REFORMA Board at
the ALA Midwinter meeting and a final annual report at ALA Annual
Conference.

At the end of the term, forwards recordshe California Ethnic and
Multicultural Archives (CEMA) for inclusion in the REFORMA Archives.

A. CHAPTER FORMATION

When a group of individuals (formation committee) initiates procedures to develop a new
REFORMA chapter, the National REFORMA Organizatiddavelopmentand New
ChaptersCommittee Chaimust be contacted. The Committee Clpagvides

organizational material (documents) to assist the formation committee in getting started.

It is recommended that the formation committee consist of no feweetbht people
before undertaking official chapter status. This core group of individuals can assume
office and conduct programs and other recruitment efforts to build membership.

The formation committee elects officers and writeddys.

The formatiorcommittee formally petitions the National REFORMA Board with a letter,
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addressed to the Board and submitted through the Organizational Devel@pohéiegw
ChaptersCommittee Chair, and a copy of its-laws, to be granted chapter status. The
Board must apove chapter status by a majority vote.

Upon being granted official chapter status, the chapter establishes a bank account and
dues are collected and forwarded to the National REFORMA Membership Committee
Chair.

B. CHAPTER DISSOLUTION

When a chapter detes to disband, it must present a petition, in the form of a letter, to
the National REFORMA Board. The petition must state the reasons for dissolution and

must be signed by the chapterds executive

Board must then appve the dissolution by a majority vote; a chapter matydisband

bo

until such approval i s granted. Before petit

must be in good order with no existing debts. Any remaining funds should be
disseminated as directeggb t he c hlawp.t er 6 s by

As an alternative to dissolution, a chapter may choose to go on inactive status for a period

of no |l onger than two years. To do so, the c

no existing debts. (If any debts exist, the Niaéil REFORMA Board will discuss and
resolve this issue.) A |letter, signed by
the reasons for the inactive status, must be presented to the National REFORMA Board.
The Board does not have to vote on thisoscbut sets an official date for the beginning

of the inactive status period. During the period of inactivity, the chapter should maintain

a mailing address and may keep its bank account, in name only, until the chapter is once
again active. After a peribof two years the chapter must announce to the Board its intent
to resume activity or it will be considered dissolved. Any funds remaining in the
chapterés account should be dtlasvsemi nat ed

If a chapter has been inactifor a period of two years (there has been no activity, such
as fundraising, formal collection of dues, or meetings) and has failed to go through the
formal procedures for dissolution or to apply for inactive status, the chapter will then be
considered disolved. The National REFORMA President and the Organizational
Developmentand New Chapter€ommittee Chair shall notify the chapter president and
chapter members, respectively.
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STANDING COMMITTEES
Program Committee

The REFORMA Program Committee Chuaiill be the Vice President/Presideltect
and is responsible for the national organization in the following areas:

1.

2.

Serves as a member of the Board for one (1) year.
Appoints committee members and determines the size of the committee.

Submits the nass of committee members to the REFORMA President
once committee has been established.

Obtains a location for meetings and provides for the program, i.e., guest
speakers, panel discussions, conference reports, and other presentations
relevant to library swices to the Spanisspeaking.

Provides a written committee migar report to the REFORMA Board at
the ALA Midwinter meeting and a final annual report at ALA Annual
Conference.

At the end of the term, forwards records to the California Ethnic and
Multicultural Archives (CEMA) for inclusion in the REFORMA Archives.
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STANDING COMMITTEES
Public Relations Committee

The REFORMA Public Relations Committee Chair is appointed by the Vice
President/Presidesiilect and is responsible for the national organizaiticthe following
areas:

1. Serves as a member of the Board for one (1) year.

2. Appoints committee members and determine membership size of
committee.

3. Submits name of committee members to the REFORMA President once

committee has been established.

4. Publicizes events of REFORMA members involved in library service or in
the mission of REFORMA, including all type of media and with ALA
offices.

5. Works with REFORMA National Conference Chair to publicize the
conference.

6. Works with the current REFORMA President dvidra Award
Coordinator to publicize the Mora award and subsequent winner.

7. Writes articles for REFORMA newsletter and major library journals as
appropriate.

8. Provides a written committee migar report to the REFORMA Board at
the ALA Midwinter meeting ath a final annual report at ALA Annual
Conference.

9. At the end of the term, forwards records to the California Ethnic and
Multicultural Archives (CEMA) for inclusion in the REFORMA Archives.
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STANDING COMMITTEES
Recruitment and Mentoring Committee

The Recuitment andMentoring Committeés overseen by two C€hairs who serve a
minimum of one year following the ALA Annual Confererezch year One cechair is
responsible for recruitment projects; the other is responsible for mentoring projects. The
co-chars work cooperatively to carry out the charges of this committee. The REFORMA
Vice-President appoints the -@hairs every year before ALA Annual.

Thetwo Co-Chairs are responsibléor the national organization in the following areas:

1.

2.

Serves as a membef the Board for one (1) year.

Appoints committee members and determine membership size of
committee.

Submits name of committee members to the REFORMA President once
committee has been established.

Provides a written committee migkar report to the REDRMA Board at
the ALA Midwinter meeting and a final annual report at ALA Annual
Conference.

At the end of the term, forwards records to the California Ethnic and
Multicultural Archives (CEMA) for inclusion in the REFORMA Archives.

The CaeChair responsihties for recruitment and mentoring are as follows:

A. Recruitment

1. Develop partnerships with educational institutions to cooperate with
recruitment programs/efforts.

2. Work with the Education Committee to promote library and information
science a8 viable profession to Latinos and the Spanish speaking.

3. Develop materials and programs to serve as recruitment tools (for
example, brochures, videos, a speaker's bureau, workshops, etc.).

4, Seek out grants to develop recruitment programs.

5. Oversee or conduct research into recruitment issues as necessary.

B. Mentoring:
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10.

Recruit Latino MLS students, ALA Spectrum Scholars, REFORMA
Scholars and Librarians working with the Latino communities for the
mentoring program. Work closely with the ALSpectrum office, the
REFORMA Scholarship Committee and the Children's and Young Adult
Services Committee to accomplish this task.

Recruit and provide a pool of experienced REFORMA librarians as
potential mentors.

Develop mentoring teams by Ocwit81 of every year.

Produce and disseminate PR/Media materials to REFORMA membership,
Latino Spectrum Scholars, REFORMA Scholars through REFORMA's
newsletter, website, REFORMAnNet, and ALA Public Relations office.

Disseminate Mentor Applicatiomfms to REFORMA librarians by
August 31 of every year.

Disseminate Protege Application forms to Latino Spectrum Scholars,
REFORMA Scholarship recipients and librarians by August 31 of every
year.

Match and notify all mentoring teams and distréo®R announcements.

Send out Orientation Packets to all mentoring teams.

Communicate with mentoring teams throughout the process to assess the
mentoring teams' needs.

Evaluate the program and get feedback from participants on a yearly basis
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STANDING COMMITTEES
Scholarship Committee

The REFORMA Scholarship Committee Chair is appointed by the Vice
President/Presidestilect and is responsible for the national organization in the following

areas:

10.

Serves as a member of the Board for one/éay.

Appoints committee members and determine membership size of
committee.

Submits name of committee members to the REFORMA President once
committee has been established.

Develops and distributes promotional literature to potential scholarship
candidaes, REFORMA Board members, library schools, etc.

Selects scholarship recipients following established guidelines.

Provides and presents the scholarship award winners at ALA Annual
Conference and in the REFOPRMA Newsletter.

Assists and advises the @haf the Fundraising Committee in scholarship
campaign activities.

Sends new chair of Scholarship Committee Scholarship Committee
Procedures Manual upon end of term.

Provide a written committee migear report to the REFORMA Board at
the ALA Midwinter meeting and a final annual report at ALA Annual
Conference.

At the end of the term, forwards records to the California Ethnic and
Multicultural Archives (CEMA) for inclusion in the REFORMA Archives.
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STANDING COMMITTEES
Translation Committee

The REFORMATranslations Committee Chair is appointed by the \Reesident/
PresideniElect and is responsible for the national Organization in the following areas:

1.

2.

10.

11.

12.

Serves as a member of the Board for one (1) year.

Appoints committee members and determinesnimership size of
committee.

Submits names of committee members to the REFORMA President and
Secretary once committee has been established.

Advocates for the correct use of Spanish in printed arithemmaterials,
produced by libraries and libmaassociations, intended for customer or
staff use.

Concentrates on translations, English to Spanish only, that will serve the
profession at large.

Encourages libraries to translate promotional and other customer service
materials into Spanish.

Creates and maintains a standard Spalaispuage library terminology
and phrase book/list.

Serves as an advisory for libraries and library associations needing
assistance with very brief translations (25 words or less). Provides this
service fre of charge but encourages users of the service to make a
donation to the REFORMA Scholarship Fund.

Serves as a point of contact for REFORMA officers needing assistance
with translations to carry forward official business of the organization.

Creates and maintains translation resources available on the REFORMA
website and a bibliography of other available resources.

Aggregates currently existing Spanisimguage library translation tools
and discusses their strengths and weaknesses, or dewafipal tools

(e.g. a Spanistanguage library customer phrase book) that support the
committee's goals and that also could be sold to benefit the REFORMA
Scholarship Fund.

Facilitates the presentation of Survival Spanish Workshops at library
conferences
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13. At the end of the term, forwards records to the California Ethnic and
Multicultural Archives (CEMA) for inclusion in the REFORMA Archives.
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Operational
Coordinators
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