SS Committee to Study Serials Cataloging Procedure for Minutes 

The minutes of the SS Committee to Study Serials Cataloging are unique in that they are often sources for information concerning many serials cataloging topics and trends, and can provide to serials catalogers guidelines on AACR2 and other serials cataloging standards.  As a result, the committee endeavors to provide timely, accurate, and unambiguous information as it is reported at its meetings and as topics are discussed. While these minutes do not carry the weight of official LC Rule Interpretations or CONSER Guidelines, they can be helpful as supplemental information to them.  Accordingly, the minutes need to be distributed as widely, as accurately, and as fully as is practical.

The following procedures for taking and disseminating the minutes are suggested: 

Before each Annual and Midwinter meeting, a committee member or intern is assigned the responsibility of taking the minutes. This person may wish to bring along a recording device to aid in picking up details.

The minutes will be recorded in the following format.

At the top is the header:

Minutes of the Meeting of the Committee to Study Serials Cataloging

American Library Association [Midwinter or Annual] Conference in [City}

Monday, 2-4 p.m. [Date]


Underneath the header (followed by two line spaces) will be listed the agenda for that meeting.  This agenda will consist of the actual items taken up in the meeting--as opposed to what may have been listed on an agenda ahead of time, then changed at the meeting.


Following will come the accounts of the items on the agenda.  These will generally consist of two types: 1) committee business (introduction of the CSSC members, announcements, other informational items, committee deliberations on a particular item and votes, other committee business); CC:DA Liaison report; the Library of Congress report, other items of the committee that may be taken up; and 2) formal presentations by outside speakers or committee members.


All items in category one are to be summarized in some detail from tapes made at the meetings, notes taken, etc.  However, occasional parts may be transcribed verbatim if considered necessary or are of particular importance.


Outside presentations will be treated differently, according to how the speakers present their material.  Some presentations may be given via Power Point or other electronic means (e.g. Word documents, etc.).  It is preferable that these be subsequently mounted on the committee’s ALCTS site.  If so, a brief summary only of the presentation will be given in the minutes, followed by a link to the mounted copy of the document.  In order to mount the document ALCTS will need signed permission from the speakers.  

If, however, the above are not to be mounted or if the presentation is made from a document that cannot be stored electronically, such as from written notes, or an overhead presentation with verbal commentary, or some other method, the presentation will receive the same treatment in the minutes as the items in category one.


Some speakers may have other ideas how they want their presentation recorded in the minutes.  The committee will honor these wishes.  Arrangements with the individual speakers should be made before the meeting whenever possible.  For formal presentations the committee chair may also want to ask the speakers if they could provide a summary ahead of time.  For reports or presentations the speakers may provide other written information, either beforehand or afterwards.


Following the presentations there may be time for questions from the audience.  This is aside from questions speakers take during or following their presentations.  In either case both the questions and answers are to be recorded as accurately as possible, since important information often comes out of these discussions.  The tapes may pick up some of this.  However, the recorders do not need to be heroes in trying to pick up everything in the questions and answers.

The minute-taker sends a draft of the minutes to the Chair of the Committee within one month after the end of the conference (or as soon after as practicable). This submission should include a separate, one page draft of a summary of the main events of the meeting.

The Committee Chair will make initial corrections, changes, and/or additions to the drafts of the full minutes and the summary.  Once done, they will be sent to the rest of the committee.  These drafts should be reviewed and feedback given within one to two weeks.  Finally, the drafts are provided to the speakers for their review.

Once all the appropriate people have reviewed the drafts, any changes will be made either by the Chair or the minute-taker.  The permanent copy of the full minutes is then sent to the following:

Members, Interns, Liaisons

Chair of the Serials Section

ALCTS Office (where it is to be mounted on the CSSC web site)

Committee members are encouraged to send copies to interested colleagues.

The chair will submit the summary to the ALCTS office and to the editor of the ALCTS newsletter.  (If deemed appropriate, the committee chair may, in place of the summary, submit a more informal report in his or her own words to the newsletter editor.  This is often necessary when the newsletter submission deadline is too soon for the minute taker to have the formal summary ready.) 

At the chair's discretion the following may also be provided with a summary or report:

AUTOCAT

SERIALST

Cataloging & Classification "NEWS" Editor

Serials Librarian "NEWS" Editor

CONSER Newsletter

NASIG Newsletter

Serials Review 

