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CHAPTER I: General meetings and related matters
1. SELECTING DATES FOR MEETINGS

Our By-laws require us to hold at least two General Meetings per year (Article 11) and require these to be called by November 15 and April 30. These dates arise in part from the requirement that we submit a financial statement to MAUT prior to each of its own General Meetings (Article 19). Since the usual dates for our meetings (following AMUL practice) has tended to mid-to-late November and mid-April to mid-May, our practice has therefore been to interpret Article 11 to mean the meetings must be "called" (in the sense of ANNOUNCED with at least an initial announcement) by the stipulated deadlines, but can actually be HELD at the date of our choosing.


When considering potential date for General Meetings, the Chair should consult the other members of the Executive.  Factors to be considered include the availability of room MS-42 (or, as a second option, room MS-24) in the Library School (which are usually more likely to be available after the end of classes), as well as the availability of the Executive, (and the incoming executive for the Spring meeting) and anyone who needs to be called upon to present important reports (for example, our representative on the Academic Salary Policy Subcommittee). Attendance is usually better if the meeting is not held on a Friday, and does not conflict with any Canadian or Quebec library conferences, nor with the MAUT AGM. An April date for the Spring Meeting is preferable so that the Section Executive's term is more closely aligned with the MAUT Executive's term, which can eliminate some confusion on MAUT's part as to who is currently in office.

2. SETTING UP MEETINGS

 The Library School room is booked through the GSLIS office, either by the Chair or the Secretary-Treasurer.


Meetings are announced via the AMUL-L listserver. The final announcement includes: a) the place/time details and an RSVP request to the Secretary-Treasurer; b) the agenda; c) the minutes of the last meeting. All these should also be sent to the Section's volunteer webmaster for posting. If required because of by-law deadlines, an initial announcement may be made, with agenda and minutes to follow. Note that article 12 specifies that the final announcement must be at least a week in advance of the meeting, and include the agenda. Attendance is improved if a reminder is sent on AMUL-L the day of, or the day before each meeting.


The RSVP deadline should be one week before the meeting. The RSVPs are used by the Secretary-Treasurer to estimate the number of people who will attend; this estimate, which is raised slightly to account for extra people who might attend unannounced, is used to place the catered lunch order. The usual arrangement is to request to have lunch delivered about a hour ahead of time to the Library School office, and to have the trays, coffee urn, etc. picked up from there in the afternoon. The GSLIS office is thanked with leftovers, preferably desserts, for their trouble. Some Executive members should arrive early to set up the food and also create a head table. 

3. GUESTS AT MEETINGS

Regarding guests, the policy adopted at the Section General Meeting of May 14, 1997, states that:


- As per the Section Bylaws, Full and Associate members may speak, make motions and vote at Section General Meetings, while Retired members and observers may speak but not vote or make motions at these meetings.


- Persons holding a librarian appointment at McGill but who are not Section members may attend Section General Meetings as observers with voice but no vote. Guests may also attend Section General Meetings as observers with voice but no vote at the invitation of the Executive, and such guests may include McGill staff members who are not eligible for membership in the Section but who are eligible for membership in the Corporation of Professional Librarians of Québec.


The Section Executive should send the MAUT Professional and Legal Officer a courtesy invitation to attend General Meetings. The MAUT President may also be invited by the Section Executive if it so wishes; it is particularly appropriate to invite the incoming President to the Spring Meeting to be introduced to the Section. 


As a recruitment measure, newly hired librarians including sessional librarians should be invited to attend, as well as any other guests the Executive deems appropriate. On the theory that people will be more interested in joining an association that has been welcoming to them, sessionals should continue to be invited as guests until their employment status gains some continuity.

4. AGENDA AND REPORTS

The agenda typically covers the following points, with additions or deletions being made as required:



1)  Call to order



2)  Adoption of agenda



3)  Adoption of the minutes of the previous General Meeting



4)  Business arising from the minutes



5)  Chair's report



6)  Chair-Elect's Report



7)  Academic Salary Policy Subcommittee report



8)  Secretary‑Treasurer's report



9)  Senate



10) Senate Committee on Libraries



11) Nominating Committee report



11) New Business



12) Adjournment


Note that the Spring meeting includes the "Installation of New Executive", placed ahead of "New Business". The new Chair is responsible for chairing the conclusion of the meeting. The new Executive takes office as of the end of the meeting (article 7).


A financial report is customarily presented at General Meetings.  It has either been the same report submitted to MAUT in advance of its General Meetings in compliance with Article 19, or an updated version. 


Note also, on a related matter, that MAUT customarily requires its committee chairs (including the Chair of the MAUT Librarians' Section) to submit a written yearly report to MAUT shortly after MAUT's Annual General Meeting, in time for the following meeting of MAUT Council. This Council meeting is the transition from the old to the new Council, and is attended by members from both years, including the Section Chair and incoming Chair. The Chair's written report should also be made available to Section members, and posted on the Section website.

5. MINUTES, QUORUM AND ATTENDANCE

If possible, the Chair provides the Secretary-Treasurer with a copy of his or her report ahead of the meeting, along with copies of any motions to be voted upon, in order to facilitate minute-taking by the Secretary-Treasurer.  


The Secretary-Treasurer should take note of any substantive interventions or questions from the floor for the minutes. The names of speakers should always be noted when motions are moved and seconded.


Quorum is specified in article 17 as 20% of the actual total membership (excluding any retired members). For an "emergency meeting", quorum is 50%. In counting the quorum, the Executive members present are included.


An attendance sheet is circulated at the meeting by the Secretary-Treasurer for everyone to sign. The Secretary-Treasurer also makes an independent count of the persons present and records the count in the minutes.

6. PARLIAMENTARY PROCEDURE

Meetings are chaired by the Section Chair, who is responsible for ensuring that the agenda, the minutes, and any motions that may arise (including the motion to adjourn) are moved, seconded and voted upon.  


The MAUT By-Law Governing the Librarians' Section outline the general procedures that pertain to voting. If a very close vote requires a count of hands, the Executive should make sure that votes are being cast only by members in good standing (i.e., not by guests or lapsed members).


Since no specific code of parliamentary procedure has ever been adopted officially for the governance of our meetings, the Chair should, in case of a procedural dispute, attempt to resolve the dispute in the manner prescribed by whichever code of parliamentary procedure with which he or she is most familiar, in consultation (if required) with the other members of the Executive.


A secret vote may be held during the meeting if at least one-third of the eligible members present approve the holding of such a vote; this is conducted after suitable ballots, initialled by both the Chair and the Secretary-Treasurer, have been prepared.  


While changes to the By-laws require a mail vote (article 20), a mail vote may be held for other motions if either: a) the Executive decides that a mail vote is more appropriate considering the seriousness of the issue (eg. when AMUL was dissolved and turned into the MAUT LS), or b) if at least one-third of the eligible members present at an AGM request that a particular motion be put to such a vote. One consideration might be that low attendance at a meeting has not allowed sufficient input into an important or controversial decision (eg. raising of fees, as opposed to lowering of fees). The procedure for conducting mail votes is described in Chapter 2, Section 6 of this manual.


Changes to the By-laws require a multi-step process. First, the Executive should make a preliminary motion at a Section meeting presenting the proposed By-law change and asking for approval to pursue the formal change. Then, the Secretary-Treasurer "files" the notice of amendment with MAUT (article 20). "Filing" is to be interpreted to mean sending a complete account of the proposed change officially to MAUT via the MAUT office. Next, the Chair places a motion on the MAUT Council agenda regarding approving the By-law change. If Council makes a minor or friendly amendment it can be incorporated in the mail ballot; however, if Council either rejects the amendment outright or requests changes in substance, the Executive should go back to step one. Finally, a mail vote is held of the Section members according to procedures in Chapter 2 below.

7. COMMUNICATION WITH MEMBERS
AMUL-L:
The Section's members-only listserv is AMUL-L. Messages can be posted to the list by any subscriber. The address is:
AMUL-L@lists.mcgill.ca

Web page:
The Section maintains its website at: http://www.library.mcgill.ca/mautlib/

The page includes Executive and Committee memberships and contact info, the membership application form, minutes of recent AGMs, agendas of upcoming meetings, reports and documents of interest to the membership, and links to other academic staff associations. The Chair's annual reports, FQPPU Librarians' Committee reports, documents produced by PIC or the Executive, should be posted. Documents can be added to the web page, or updates made to the content, by sending the information to the Section's volunteer webmaster, Jane Aitkens.

Official letterhead:
The Section has created a letterhead file which can be used as a Word document template (.dot) file. It is called MAUT LIBRARIANS.dot and to be used should be copied to your C:\Program Files\Microsoft Office\Templates directory.

CHAPTER 2: EXECUTIVE DUTIES, COMMITTEES, NOMINATIONS

 AND VOTES BY MAIL
1. CUSTOMARY AND EX-OFFICIO DUTIES OF EXECUTIVE MEMBERS
Chair:


- The Chair is an ex-officio member of MAUT Council, and has both voice and vote. Council expects an annual written report (for the transition Council meeting in May) and should receive verbal reports as relevant.


- MAUT Council may ask the Chair to serve on the MAUT Nominating Committee, as the Chair is still committed to the Section as Past Chair and will not be likely to seek nomination for MAUT Executive or Council.


- The Chair is free to volunteer for other MAUT committees, or may delegate librarian representation to others.


- The Chair is traditionally an observer at Senate Committee on Libraries, and should request to be put on the mailing list for that committee from its Secretary.


- The Chair is the official liaison to CAUT's Librarians' Committee, and should become a member of the CAUTLIB listserver. 


- If the CAUT Librarians' Committee holds a Librarians' Conference (held every 18-24 months), the Chair has first right of refusal to attend. If the Chair cannot attend, another Executive member, or appropriate other Section member, should be delegated to "represent" McGill. MAUT has always paid registration and full expenses for the Section's official delegate (and did so for AMUL as well).

Past Chair:


- The Past Chair is an ex-officio member of the Section Nominating Committee.

Chair Elect:


- The Chair Elect is always a member of the Professional Issues Committee, and frequently will also Chair it.

Secretary-Treasurer:


- The former role of "Social Convenor" has devolved in reduced form to the Secretary-Treasurer.


- The Secretary-Treasurer  needs to submit financial reports to MAUT's Secretary-Treasurer prior to the MAUT General Meetings.

2. COMMITTEES OF THE LIBRARIANS' SECTION

There are two standing committees required by article 9 of the By-Laws:

Section Nominating Committee:  The Chair of the Nominating Committee should preferably not be on the Executive as well. The Past Chair is an ex-officio member, and can be the liaison with the Executive. The third member may be on Executive or may be a member-at-large. It is useful for the Executive to name the Nominating Committee members early in the year, so that it can be called upon to solicit names for other library system committee calls for nominations that tend to come up in spring or summer (eg. Senate; tenure or promotions committees). The Nominating Committee's core mandate is to renew the Executive, but can be called on to solicit names in other cases, at the Executive's request.

Professional Issues Committee:
PIC should have approximately 6 members, including the Chair-Elect. PIC members have no fixed term, and can serve several years if they are willing, since continuity in the membership of PIC is desirable. The Chair-Elect has customarily chaired PIC, but other arrangements can be made by the Executive if suitable. The Chair of PIC, once appointed, should confirm with the members whether they wish to continue or not. If there aren't enough continuing members, the Executive and Chair of PIC should approach candidates or call for volunteers as desired. PIC prepares or comments on documents, policy statements, or section mentoring documents relating to any areas of professional concern, as assigned by the Executive. PIC may, at its Chair's discretion, divide into working groups.

3. OTHER LIBRARIAN REPRESENTATION

One of the Section's responsibilities is to ensure that McGill librarians are represented on MAUT, library system, University, and provincial and national associations for academic staff wherever appropriate. Said representatives may be appointed by the Executive, solicited directly by the Executive, or sought with the aid of the Nominating Committee, as appropriate.


The list that follows includes areas where librarian nominations are either needed regularly, or have been needed in the past. It cannot be an exhaustive list, and the Executive should be vigilant in identifying new areas and ad hoc committees where it is desirable that librarians serve.

- within MAUT: 


- the MAUT "delegation" to the Academic Salary Policy Sub-Committee is to include a librarian named by the Section. The Chair should confirm the representative with the MAUT President annually. Term? 


- for any ad hoc committee created by Council whose mandate will affect librarians in particular, or where librarians provide needed expertise, the Chair should recommend a member to Council.

- within the McGill University Libraries:

- the Executive appoints an observer each year for the Merit Implementation Standing Committee. Usually the Chair or Past Chair, or if not possible, a previous Past Chair, should serve.


- reappointments committees (selected case-by-case)


- the library tenure committee and library promotions committee

- committees to select or review the Director of Libraries (both librarian and LA nominations should be encouraged if insufficient numbers are received)

- within the University:


- the University Tenure Committee for the libraries


- Senate, librarians have 3 representatives


- Senate Committee on Libraries, librarians have 2 representatives


- University Pay Equity Committee, one of five academic slots was reserved for a librarian 

- in FQPPU:


- a librarian for the Comité ad hoc sur les bibliothèques, and its Sous-comité des bibliothécaires. This is approximately a 3-year term. Candidates must be MAUT members. Nominations are done on forms provided by FQPPU and confirmed by the FQPPU Conseil fédéral.

4. CALL FOR NOMINATIONS OF NEW EXECUTIVE MEMBERS

This is the formal start to the process of naming a new Executive. The Call for Nominations should be sent out early enough to allow a nomination period of 2-3 weeks, followed by several weeks to approach potential candidates, (or a mail ballot should either position exceptionally be contested), in time for the Annual General Meeting in the spring. The Chair of the Nominating Committee should post a version of the e-mail message reproduced below (with updated names, dates, phone numbers and addresses inserted) to the AMUL-L listserver:


CALL FOR NOMINATIONS


The Nominating Committee of the MAUT Librarians' Section is soliciting nominations for the following positions on the 200[...]/200[...] Executive:


   ‑ Vice‑Chair/Chair‑Elect



Term: 3 years total (Chair-Elect, then Chair, then Past Chair)


   ‑ Secretary‑Treasurer



Term: 1 year, renewable


The positions of Chair and of Past‑Chair for 200[...]/200[...] will be filled, respectively, by [NAME] (current Vice‑Chair/Chair‑ Elect) and [NAME] (current Chair).


Any member of the MAUT Librarians' Section may be nominated for one of the positions to be filled.


To submit a nomination, please print out the form below, complete it, and send it to the Chair of the Nominating Committee, [NAME], either by mail or by fax (FAX NUMBER). The form must be signed by the member submitting the nomination and by the member seconding the nomination, as well as by the nominee.


The nomination period will close on [DATE --  2-3 weeks after posting]


[NAME] Chair, Nominating Committee MAUT Librarians' Section


*************************************************************


I hereby nominate ________________________________________ for the position of Vice‑Chair/Chair Elect of the MAUT Librarians' Section for 200[...]/200[...].


Nomination made by:__________________________________________


Nomination seconded by:______________________________________


I accept nomination to the abovementioned position and agree to serve if acclaimed or elected.


Signature of nominee:________________________________________


Date:_____________________


************************************************************


I hereby nominate ________________________________________ for the position of Secretary‑Treasurer of the MAUT Librarians' Section for 200[...]/200[...].


Nomination made by:__________________________________________


Nomination seconded by:_______________________________________


I accept nomination to the abovementioned position and agree to serve if acclaimed or elected.


Signature of nominee:_________________________________________


Date:_____________________

5. ACCLAMATION / ELECTION OF NEW EXECUTIVE MEMBERS

When the nomination period closes, as stipulated in the message calling for nominations, (normally about two or three weeks after the date of the posting) the Nominating Committee reviews the status of the nominations for Vice-Chair/Chair-Elect and for Secretary-Treasurer. For each of these positions:


a) If no nominations have been put forward for a given position, the Nominating Committee, in consultation with the Executive, particularly the Chair-Elect, considers which member might be approached by a member of the Nominating Committee and requested to serve in the position. Only one person is to be approached at a time. If the person in question agrees, that person is acclaimed to the position. If the person declines, another person is then approached, and so on, until the position has been filled. Useful tools for the Nominating Committee are an up-to-date membership list, a list of all librarians, and Appendix B of this manual listing previous executives. It has been our practice to avoid having Chairs come from the same library or department in successive years, nor has anyone served as Chair more than once. Although the official term for Secretary-Treasurer is one year, it is often helpful for the same person to serve for a second consecutive year.


b) If only one duly completed nomination has been received for a given position, the person nominated is acclaimed to the position.


c) If more than one person has been nominated to a given position, the Nominating Committee holds a mail vote to elect the person who will hold the position (see Section ?? "Votes by Mail", below).


Results of acclamations / elections are announced by the Chair of the Nominating Committee at the end of the Annual General Meeting in the spring, at which time the new Executive takes office.


Article 8 deals with vacancies on the Executive. The Chair Elect automatically replaces the Chair for the balance of the term. A vacant Past Chair position is not filled. If a vacancy occurs in either the Chair Elect or Secretary-Treasurer positions before the end of the Executive's current mandate, the Nominating Committee shall seek a candidate to fill the vacancy either through a call for nominations or by approaching potential nominees directly, as circumstances warrant. A Secretary-Treasurer who takes office more than half-way through a term should preferably be willing to serve the following year as well.

6. VOTES BY MAIL

Votes by mail may be held:


a) If an election for a position on the Section Executive is required, or


b) If a formal vote by the entire membership on a particular issue is required.

Votes by mail for elections to the Section Executive are conducted by the Nominating Committee.  

Votes by mail because a formal vote by the entire membership is required on a motion or to change the By-Laws (see Chapter 1, Section 5) are conducted by a Voting Committee with a suggested composition of:


- The Section Chair (since these votes likely involve either By-Laws or important motions),


- The Section Secretary-Treasurer (custodian of the membership list),


- The Chair of the Nominating Committee (as a member-at-large not on Executive).

There are 2 procedures that can be used, depending on the degree of formality required of the vote:

- The 3-envelope procedure is adapted from MAUT's procedure for Executive elections or Constitutional amendments. It is to be used whenever it is important to verify the names of voters against the membership list. It would apply to major changes to the Section By-Laws, or basic policy changes. (It was used when AMUL was transformed into the MAUT-LS originally.)

- The 2-envelope procedure is adapted from the library system procedure used to select representatives for Senate or library tenure or promotion committees.

3-envelopes:


1) An appropriate balloting form is drawn up and photocopied onto a coloured paper stock; one copy is made per full and associate member in good standing, including the members of the Section Executive and the Nominating Committee. The form should provide voting instructions (see below) as well as a detachable ballot. The detachable ballot is initialled in coloured ink by two members of the Voting Committee.  


2) Three envelopes, in at least two different sizes, are prepared for each ballot to be sent out:



The smallest envelope is initialled in coloured ink by two members of the Voting Committee, and is labelled "OFFICIAL BALLOT".



A second envelope, large enough to contain the small envelope, has a return-address label affixed to the front. The label is directed to an appropriate member of the Voting Committee (likely to be the Chair of the Nominating Committee for votes on contested Executive positions, or the Secretary-Treasurer).



A third envelope (either larger than the first two or of the same size as the second one, which in the latter case can be folded to fit inside) is addressed to the individual member.


3) The balloting form, the small envelope and the return-address envelope are put into the third envelope and mailed to each full or associate member in good standing.  

The voting instructions on the balloting form should tell the members to check the box on the ballot which corresponds to their choice, place the ballot inside the small envelope, seal it and place it in the return-address envelope. Members should then seal the return-address envelope, PRINT their name legibly in the top left corner and SIGN immediately below the printed name. It should be indicated that this procedure is used to authenticate the ballots received, and that the identifying outer envelopes will be discarded after being checked off on our membership list; the anonymous inner envelopes will later be opened for vote tabulation all at once. There should be a reminder that failure to follow the stipulated procedure may result in a vote being rejected as invalid.

2-envelopes:


1) An appropriate balloting form is drawn up and photocopied onto a coloured paper stock; one copy is made per full and associate member in good standing, including the members of the Section Executive and the Nominating Committee. The form should provide voting instructions (see below) as well as a detachable ballot. The detachable ballot is initialled in coloured ink by one member of the Voting Committee. 


2) Two envelopes, in two different sizes, are prepared for each ballot to be sent out:



The smaller envelope has a return-address label affixed to the front. The label is directed to an appropriate member of the Voting Committee (likely to be the Chair of the Nominating Committee for votes on contested Executive positions, or the Secretary-Treasurer).



The larger envelope is addressed to the individual member.


3) The balloting form and the return-address envelope are put into the large envelope and mailed to each full or associate member in good standing.  

The voting instructions on the balloting form should tell the members to check the box on the ballot which corresponds to their choice, place the ballot inside the return-address envelope and seal the return-address envelope. Only ballots returned in the supplied return-address envelope will be counted. It should be indicated that this procedure is used to authenticate the ballots received. There should be a reminder that failure to follow the stipulated procedure may result in a vote being rejected as invalid.


In either case, members should be instructed to return their ballots in time for them to be RECEIVED by the Voting Committee by a certain date. When determining the deadline that should be indicated in the voting instructions, the Voting Committee should allow enough time for the letters to reach all the members and be returned, generally at least 3 weeks.   


Once the deadline has expired, the Voting Committee meets and tabulates the votes according the appropriate envelope-handling procedures described above. Changes to By-Laws require a 2/3 majority of votes cast to pass. Elections and all other formal motions require a simple majority only.


Vote results should be announced at the next General meeting, and for votes on motions in between General Meetings, posted on AMUL-L, and if appropriate on the Section website. Results should include the following information:


- number of members eligible to vote,


- total number of votes cast,


- voting results.

Chapter 3   Secretary Treasurer (Finances)

 
CIBC account       Sherbrooke and  Metcalfe branch

In May after the change of executive, a Bank letter is drawn up indicating the incoming and retiring signing officers of the account. The signing officers must make an appointment with a personal banking representative to change the names and the signature cards at the bank. Each year we receive an Account information form from the bank and this should be brought to the bank with the letter. 

The secretary treasurer goes to the CIBC every three to six months to keep the account current. You should check with the bank as we get conflicting information as to whether it is three or six months. We withdraw $20.00 and deposit $20.00. The bank requires two signatures on the withdrawal form but only one on the deposit slip. 

FOPAL accounts

Operational McGill account   803811= Banner  (300-38-11 was the old number)

Honore Kerwin-Borrelli, the Administrative Officer at MAUT, handles this account. She provides information from the Banner system before each general meeting. This information is used to compile the Treasurer’s report that is tabled at each general meeting and a copy is given to Honore.  She is required to provide us with the status of the operating account when asked, and the section treasurer keeps a running balance. The only money that comes into this account is the amount deducted for membership fees. From this account we pay the invoices for the food provided at the general meetings. 

Membership dues// Payroll deductions 

Each October 31st the dues are automatically deducted from members’ paychecks by the payroll department. In order to do this, you must provide them with a list of current members and tell them how much is to be deducted etc. By October 15th at the latest, you must send this list to Debbie McAllister in Payroll.      Debbie.McAllister@McGill.ca

You should check with the payroll office at the end of September to see if they have changed the procedures. At the moment the file needs to be send to them as a .txt (text) file.  You prepare the document in Word and then just save as text file  ( .txt extension) .  

Website and Email list

Jane Aitkens is the Webmaster. Our site should reflect up to date email addresses when the executive and /or other committees change members.  We post minutes of past meetings and various reports of interest to the membership. When the dates of a meeting are known Jane is notified and posts the information on the web as well as indicating that the RSVP’s are to go to the current section Secretary. Jane also handles the AMUL-L list for the members. 

General Meetings 

We hold two general meetings a year, in the fall and in the spring. The secretary /treasurer takes notes and sends the minutes to the members of the executive. You should also prepare a sign up sheet for each meeting. 

Ordering food for the meetings 

The secretary/treasurer handles the ordering of food for the general meetings.  We generally have used MARAVAL Food Services because they are on campus and our members have enjoyed the food provided by them.  About two weeks before the general meetings, call the MARAVAL people and indicate when the meeting is and what time we would like the food to be delivered. A few days later when you know the number of people (approximately) you can fax them the proposed menu.  You can send them the menu and indicate that the invoice is to be sent to Honore Kerwin-Borelli at MAUT. She pays the invoice from the operational account.  

You should keep in contact with them and call a few days before the meeting to confirm the delivery times etc.  

You should be in the room when the food is delivered. Usually members of the executive arrange the chairs and tables, set out the food and clean up afterwards.  It is also good to bring green garbage bags to the meetings for clean up.  Traditionally the remainder of the food is given to the staff of Library School for the use of the room. You bring the hot plates and coffee urn to the library school main office, where they make sure that the people from Miraval pick them up.  

Additional items 

· MAUT Librarians’ section stamp 

· two diskettes: One has the current secretary’s files and the other has a copy of the Section Procedure manual

-
petty cash envelope 

-
bankbook and checks from the CIBC account 

-
paper files of the Secretary / Treasurer

-
binder with Constitution and By-Laws, Executive Members list, Procedure Manual 

as amended by: L. Piatti  April 10 2003 
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