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1. First things to know:

· Web pages:

· RUSA (http://www.ala.org/rusa)

· RSS (http://www.ala.org/ala/rusa/rusaourassoc/rusasections/rss/rss.cfm)

· RSS Handbook: http://www.ala.org/ala/rusa/rusaourassoc/rusasections/rss/rsssection/handbooka/rsshandbook.htm
· Review the charge of your committee on the RSS Committees webpage: http://www.ala.org/ala/rusa/rusaourassoc/rusasections/rss/rsssection/rsscomm/rsscommittees.htm
· Print documents:

· ALA Handbook of Organization

· Contact people:  

· Staff:

http://www.ala.org/RusaTemplate.cfm?Section=ContactRUSA
· Officers and committee rosters: http://www.ala.org/ala/rusa/rusaourassoc/rusarosters/rosters.htm
· see the “Executive Committee” for the officers.

· Become familiar with the people that you will correspond with as committee chair, such as the RSS Chair, RSS Vice-Chair, RSS Secretary, RSS Webmaster, RSS Review editor, Chair of the RSS Organization & Planning Committee, and RUSA President.
· RSS Chair, Judy Solberg, solbergj@seattleu.edu 
· RSS Vice-Chair, Barb Mann, bmann@umuc.edu
· RSS Secretary, Marjorie Schreiber, schrim@crc.losrios.edu
· RSS Webmasters, rss.web.team@gmail.com (Virginia Cole & Andrew Whitis)
· RSS Review editor, Cindy Levine, cindy_levine@ncsu.edu
· Chair of the RSS Organization & Planning Committee, Lisa R. Horowitz, lisah@mit.edu
· RUSA President, Neal Wyatt, nealwyatt@comcast.net
· RUSA Vice-President / President-Elect, Susan Beck, susan.beck@rutgers.edu 
· Member at Large: Brett Lear, brettl@jefferson.lib.co.us
· Member at Large: Barb Mann, bmann@umuc.edu
· Member at Large: Sarah Jane Hammill, hammills@fiu.edu
· ​Conference attendance required
· Midwinter and Annual (expect to stay until 12:30 PM on Tuesday)

· RSS all-committee meeting (scheduled by section chair) – Saturday mornings
· Executive Committee meetings are held on Saturday mornings, Sunday afternoons, and Tuesday mornings. Committee chairs do NOT need to attend the Sunday meeting.  If you are unable to attend the third Executive Committee meeting on Tuesday, submit a written report to the RSS Chair before this meeting, which can be the same as the meeting highlights.

· Committee chairs schedule additional meetings – will be contacted by RUSA staff. Both the Midwinter and the Annual meeting room request reminders are sent to you in the late summer/fall in quick succession. 

· Be sure to carefully read the emails from RUSA’s Marketing Specialist.  The emails contain information on booking rooms for meetings, updated committee rosters, etc. 
· Remember programs, guidelines, actions, (most things) need to be approved or should be reported to the appropriate group or person. You can’t go wrong by touching base as soon as possible with the RSS chair. For example, a set of new or revised guidelines would work its way through the following people/groups: 

   1. RSS section chair

   2. RUSA Standards and Guidelines Committee chair 
   3. RUSA Board

· See: http://www.ala.org/ala/rusa/rusaourassoc/guidetopoliciesandproced/guidepolicies.htm for the RUSA Guide to Polices and Procedures. This guidebook will provide you with specific guidance on producing a program, holding a midwinter discussion forum, etc. 

· Join RSS-L:  http://www.ala.org/ala/rusa/rusaourassoc/rusasections/rss/rssprotools/rssedl.htm
· Join RUSA-L:

Send an e-mail to listproc@ala1.ala.org with this message:  Subscribe RUSA-L 

· Committee appointments

·     Appointments begin after Annual Conference of the previous year for the term  

       Appointment (e.g., 2009 appointment begins after Annual 2008).

· Appointments are made by RSS vice-chair and the process begins in February with final appointment made by May 1.

· Committee appointments are for two years with one renewal for 2 years available.

· Subcommittees of committees can be appointed and this appointment does not count as committee membership.  Chair appoints the subcommittee.

· Chairs can be appointed by RSS Vice-chair or by committee and terms of office can be as long as the group agrees within the term limit of committee appointments.

· Discussion groups are different - chair can be picked after annual.

· Interns are appointed for one year and are voting members. After serving as an intern, a person can then be appointed for two full terms.

· Virtual appointments are for two years.

· Each committee appoints a Web liaison, who can be the committee chair.

2. RUSA/RSS Structure:

· RSS is one of the six sections of RUSA

· The RSS Chair serves on the RUSA Board

· The Vice-Chair & the Immediate Past Chair serve on the RUSA Planning and Finance Committee. The Vice Chair will report at the RSS Board.
· RSS has representatives on the standing committees of RUSA (See “RSS Representatives to RUSA Committees” at http://www.ala.org/ala/rusa/rusaourassoc/rusasections/rss/rsssection/handbooka/rsshandbook.cfm#rep
· Programs and guidelines from RSS must be approved by the RSS Executive Committee, the appropriate RUSA-level committee, and then the RUSA Board.
3. Meetings – Requirements and Good Practice:

· Contact members ahead of time with time, place, and agenda. If possible, bring a list with you to the conference that includes the cell phone numbers and hotel locations of your committee members. This will come in very handy should a meeting be cancelled or a meeting location change. 

· Have someone take minutes – chair should see that the minutes are completed and distributed to committee members and “cc” the RSS Executive Committee, the RSS Webmaster, and the RSS Review editor.

· See ACRL’s “Tips for Taking Minutes: http://www.ala.org/ala/acrlbucket/is/organizationacrl/tipsacrl/tipstakingminutes.htm
· It is against ALA policy to use interns as person who takes the minutes.

· Chair keeps copies of the minutes to be transferred to the archives.

· Approved minutes should be sent to RSS Webmaster to be posted on RSS Web site.

· Complete the RUSA Meeting Highlights Form (http://www.ala.org/ala/rusa/rusaourassoc/rusa_forms/meetinghighlights.cfm) and send copies to members of the RSS Executive Committee, the RSS Webmaster, and the RSS Review editor.  This form can be found at the above link and will be placed on the RSS Web site Spotlight Box after the meeting. The RSS Secretary will also send out an e-mail reminder to fill out the Meeting Highlights Form. It is easier to type up the information in a WORD document and then paste the information into the Meeting Highlights Form. 
4. Planning a Program or Preconference:

· See:  http://www.ala.org/ala/rusa/rusaourassoc/guidetopoliciesandproced/rusameetings/5meetingsprograms.htm
· Work starts at least 18 months ahead for pre-conferences and 12 months ahead for programs

· A program must be approved at various levels – starting with RSS -- for RUSA sponsorship. RSS is allowed 2 slots for programs, which are only presented at the annual conference.

· Topics not approved for programs can become discussion group topics and can be presented at midwinter or annual.

· Be sure to publicize your program or preconference via the RSS and RUSA electronic mailing lists, the RUSA blog, Pub-Lib, etc. 

· Make available RSS & RUSA publicity materials (brochures, flyers, etc), handouts, and ribbons at programs, pre-conferences, and discussion groups. 
5. If Your Committee Prepares or Revises a Guideline:

· Guidelines must be approved at the RSS level first. Once approved by the RSS Executive Committee, you (the committee chair) will work them through the process below (http://www.ala.org/ala/rusa/rusaourassoc/guidetopoliciesandproced/rusadevguide/4developingguidelines.htm).

· Guidelines must be approved at the RSS level and then:

· By the Standards and Guidelines Committee and then:

· By the RUSA Board

6. If Your Committee Prepares a Publication: 

RUSA has the first right of refusal for all committee publications.

Stand-Alone Publications

The primary RUSA publication avenue is the RUSA Occasional Papers Series.  For examples of past publications, see:

http://www.ala.org/RUSATemplate.cfm?Section=rusapubs
The process to follow for publishing is:

1. Complete the RUSA Publications Proposal form:

http://www.ala.org/ala/rusa/rusaourassoc/rusasections/mars/marssection/marshandbook/rusapubproposalform.cfm 
2. Submit the proposal to RSS Executive Committee for review and approval.  

  

3. Submit the proposal (via the RSS representative to the RUSA Publications Committee) to the RUSA Publications Committee for review and approval.

4. Assuming the proposal is approved, the committee can then write the document.  

5. Submit the document again to RSS Executive Committee and RUSA Publications for final review. 

RUSQ Articles 

Committee articles can be submitted directly RUSQ.  They do not need prior approval from RUSA Publications.  Instructions to authors can be found at:

http://rusq.org/authors-advertisers/ 
Web Publications

Materials intended for the RUSA Web site, including committee meeting minutes, projects, conference reports, program documents, etc… are not ordinarily subject to review by the Publication Committee.  

Additional helpful information can be found in Ch. 6 (Publications) of the RUSA Guide to Policies and Procedures: 

http://www.ala.org/ala/rusa/rusaourassoc/guidetopoliciesandproced/rusapubsb/Default1062.htm
7. Transitioning to a New Chair:
· An out-going committee chair should be ready by the end of the Midwinter Meeting to recommend a new chair to the RSS Vice-Chair. This is usually based on the observation of the out-going chair and a call for volunteers but may vary according to the past practice of a committee.

· Communicate with your predecessor/successor to help ensure a smooth transition

· Committee files, ongoing projects, etc, should be passed on, as appropriate

· Materials ready to be archived should be sent to the ALA archives (via the RUSA office) [**An archiving procedure for RSS is currently being developed by the RSS Organization and Planning Committee—stay tuned!]
8. Contributing News/Making updates:

· For updates to the RSS Web site, contact rss.web.team@gmail.com
· For the RSS Review/RUSA Update, contact Cynthia R. Levine (cindy_levine@ncsu.edu)

· Deadlines for the RSS Review:

· Fall/Post-Annual Conference issue: July 15

· Winter/Pre-Midwinter issue: November 15

· Spring/Post-Midwinter issue: February 1

· Summer/Pre-Annual Conference issue: April 15

· With address changes, contact ALA membership at:  membership@ala.org or logon and change your profile at MyALA. (http://www.ala.org/Template.cfm?Section=MyALA).

· Your committee meeting minutes should also be posted on your committee’s web site. Please also post any flyers, handouts, etc. for any programs that you are producing or sponsoring. Contact the RSS Webmaster (Virginia Cole) for assistance. 

· The RSS Review is published four times a year. Please use the RSS Review and submit any information or publicity you have about meeting times of your committee, upcoming programs, publications, etc. Also submit post-conference news and highlights to the Review. Do this for both Midwinter and Annual. Each chair should send at least 2 sentences, which can be the same as meeting highlights.
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