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1. Email

A. NCLA has an email account with ibiblio.org.  You can go to www.ibiblio.org to learn more about their programs and services.   The email is accessible via the web – there is a bookmark on the Favorites on the computer called NCLA Email Login.  But the address for the sign-in page is webmail.ibiblio.org.  NCLA’s login is nclaonline, password xxxxxxxx.  There are many folders already created that contain completed requests and messages for sections, roundtables, committees, executive officers and other things that we get email for.  You may want to spend some time reviewing messages in the 2004 and 2005 Conference folders and the Operations folders.  The email account receives a lot of SPAM – so be careful about opening messages and try to keep the Virus Scans up to date – if there is a file that is a virus the computer should catch it.  Read through the subject lines of messages and delete those that don’t make sense or are not specific enough – i.e. like “question”, “help”.  I had a long conversation at a board meeting a several months ago about being specific with email subject lines, because if I did not recognize the sender and the subject line was not specific enough to be related to NCLA I would not open the message and delete it from the inbox unread.

B. As part of the ibiblio service, we also get emails that have (ibiblio announce) or (webgroup) in the subject line.  Always read the ibiblio announce emails as they tell of down time for the server, which could explain why you couldn’t get on the email account one day.  The webgroup discussions are about different email and server options and discuss issues. A filter has been set up to automatically file them in the Webgroup folder. The NCLA Webmaster will review messages in this folder.   

C. Another type of message you will receive is the approval message from the NCLA Listserv or the Yahoo NCLA Board Group.  As a manager (Diane Kester is the other manager of both lists) when someone posts to those listservs the messages must be approved for posting.  Open these messages and review who sent the message.  The NCLA listserv gets a lot of spam so be careful here.  To approve a message just reply to the message – you can delete the email asking for approval.  If you don’t want to approve the posting, just delete the email.

D. As stated below in the section on Board Meetings, I create a folder for each board meeting with the date to put the RSVP messages and other information about the board meeting arrangements.  I have been deleting these folders and almost all messages inside (I sometimes move messages about caterers or location information to another folder (Operations) once the meeting is complete – usually after the next meeting has occurred. (i.e. the last meeting was in July – so I would delete the April and Jan 2004 meeting folders from the email.

2. Memberships

Memberships are the bread and butter of NCLA.  The funds collected for memberships pay for many expenses of the association.  Each section and roundtable receives $5 (except for the NMRT – New Members Roundtable – which receives $3) per member who joins their section.  The remaining funds from the membership go into the general fund to cover office costs, and other committee activity and publications.  Diane Kester can provide more information on other sources of funding.  The point here is to stress that keeping people and expanding the membership of NCLA is probably the most important task of the Administrative Assistant.

A. Sending Renewal Notices – The procedures below were developed with the help of Terry Wehrli (Membership Committee Chair).  Before a set renewal plan was made membership was below 1000.  To date membership has grown to almost 1400.  Letting people know when to renew and informing them when they will be removed from active status is very important in persuading members to renew.  The plan includes three notices (2 letters and one post card) to remind members to renew.  The first notice is sent at the beginning of the month that the membership expires (all memberships expire at the end of the month).  The second notice is sent at the start of the first month after the expiration date – note:  active status is kept for memberships until one month after the final notice is sent.  The Final renewal notice is sent the beginning of the second month after expiration.  At the start of the 3rd month after expiration the membership is coded as inactive in the database that will remove them from the section/roundtable membership reports (see below for more information on these) and from any mailing list for the North Carolina Libraries and Tar Heel Libraries, as well as discounts for any workshops and the conference.  A schedule of when renewals should be sent is posted on the bulletin board in the office and an electronic version is available at c:/ncla/word documents/membership/MEMBERSHIP RENEWAL NOTICE SCHEDULE.doc.

i. First Renewal Notices:

1. The letter is located at c:/ncla/word documents/membership/1stRenewalLetter.doc.  This letter is a mail merge document connected to a query located in the membership database.  First review the letter for any needed updates.  Check to see if there is any indication in the letter of a date or events that have already occurred and make changes as necessary.

2. After reviewing the letter, change the data source of the document to the proper query for the month of the renewal according to the schedule.  To do this click on the button on the fourth toolbar from the top – second button – if you put your cursor over it, the title Open Data Source will appear.  Click on this button.  A window will appear with “My Data Sources” listed at the top – click the first active button to the right “Up One Level” – Look for the file in the main section of the window called “Membership Test” – click on this and open it.  Another window will open listing all the tables and queries in the database.  Find the query for the month and year of expiration that you want to send the First Notice to and open it.  This will connect the information in the database with the letter.  To print the letters, press the button on the fourth toolbar from the top called “Merge to Printer.”  A window will appear asking what you want to merge, take “Merge All”.  The print window will open, to print on letterhead; you need to change the paper tray.  Take the button at the top of the print window called “Properties.”  Another window with tabs will appear – press on the tab the word “The Type is” above it.  Change the choice in the pull down list to Letterhead.  Press OK, and return to the print window.  On the print window, press OK.  The letterhead paper is located in Tray 2 of the printer.

3. You will then need to print envelopes, membership applications and membership labels to complete the package.  See Section v below for instructions on doing these.

ii. Postcard Renewal Notices:

1. Postcards are sent as a second notice to those members who did not respond to the first notice within a month.  These are usually sent during the first week of the month following the expiration date.

2. Postcards are four to sheet and located in the bin on the file cabinet next to the printer.  The sheets contain four postcards and they must be printed on front and back.  The back of the postcard does not require information from the membership database, but does need to be updated with the proper month and any other changes in terms of coming events and publications.  The back of the postcard is located at c:/NCLA/word documents/membership/2nd renewal postcard.doc.  You should check to see how many postcards will be needed for the month being printed and print that number divided by four (i.e. if there are 90 renewals for the month requiring a postcard, divide 90 by 4 – leaving 22.5 – so print 23 pages of the back of the postcard.

3. The front of the postcard is a mail merge document located at c:/NCLA/word documents/membership/postcard mailing front.doc.  You will need to change the data source to the proper renewal month query in the database.  To do this, click on the button on the 3rd toolbar under FILE in the top left of the screen – if you place the cursor over the button it shows the title of “Open Data Source.”  Once this button is clicked a window will open to locate the database – using the first active button to the right of the top pull-down box, press “Up One Level” – locate the file called “NCLA Membership Database” in the large window in the center, click to highlight and press “Open.”  This will close this window and open another listing all the available queries and tables in the database.  Find the query for the month and year of expiration for the renewals you creating postcards for.  Select (highlight) this, and press “OK.”  This should change the information on the merged.  To print the second side, place the already printed postcard side down in the top feeder of the printer, and using the Merge to Printer button on the third toolbar from the FILE toolbar at the top.  Press “ALL” and then press PRINT.

4. The postcards need to be separated and stamped ($0.23) and placed in the mail bin by the front entrance to the LBPH.

iii. Final Renewal Notices:

1. Preparing these letters is the same as preparing the First Renewal Notice, but using a different file and a different data source for the month at the Final Renewal stage according to the schedule.  

2. The letter is located at c:/ncla/word documents/membership/Final Renewal Letter.doc.  This letter is a mail merge document connected to a query located in the membership database.  First review the letter for any needed updates.  Check to see if there is any indication in the letter of a date or events that have already occurred and make changes as necessary.

3. Next change the data source of the document to the proper query for the month of the renewal according to the schedule.  To do this (1) click on the button on the fourth toolbar from the top – second button – if you put your cursor over it, the title Open Data Source will appear.  Click on this button.  A window will appear with “My Data Sources” listed at the top – click the first active button to the right “Up One Level” – Look for the file in the main section of the window called “Membership Test” – click on this and open it.  Another window will open listing all the tables and queries in the database.  Find the query for the month and year of expiration that you want to send the First Notice to and open it.  This will connect the information in the database with the letter.  To print the letters, press the button on the fourth toolbar from the top called “Merge to Printer.”  A window will appear asking what you want to merge, take “Merge All”.  The print window will open, to print on letterhead; you need to change the paper tray.  Take the button at the top of the print window called “Properties.”  Another window with tabs will appear – press on the tab the word “The Type is” above it.  Change the choice in the pull down list to Letterhead.  Press OK, and return to the print window.  On the print window, press OK.  The letterhead paper is located in Tray 2 of the printer.

4. You will then need to print envelopes, membership applications and membership labels to complete the package.  See Section v below for instructions on doing these.

iv. Inactive Coding:  Once a member has been sent three notices to renew and they have failed to respond – usually three months after their membership has expired – the membership is placed in the INACTIVE status and removed from reports and mailing lists until they renew.   To do this, go to the query in the membership database for the month and year ready to be coded.  Open the query and highlight the Membership ID column and last name column, and print only the selected columns.  From this list, go into the Membership Form and search by ID (Control F with the cursor in the ID field).  Check the last name and change the Membership Status field to Inactive from Active.  To make sure you have done all these, go into the queries and reopen the query for the month – it should be blank – if not double check those still listed.

v. Printing Envelopes, Membership Applications and Labels:

1. Envelopes – To print envelopes for the renewals that need them (First Notice and Final Notice) go to c:/word documents/membership/member envelope.doc and change the data source to the query for the month you want to print envelopes.  Envelopes print from the manual feed tray in the printer and are face up with the return address (NCLA logo) to the left.  Do this for one of the months needing envelopes and then change the data source again to the other query and print those – use the merge to printer button.

2. With renewal letters (First and Final) a membership application with a personalized label is sent for the member to return with any updated information and their payment.  You will need to print membership applications from MS Publisher.  Open the file c:/ncla/word documents/membership/membership application ncla conf. and print the total number you need of page 2 only – you do not need to print both sides of the application – just the PAGE 2 which has the fill in sections.

3. To create the labels – open c:/ncla/word documents/membership.renewalLabels.doc and change the data source to the query of the month you want to create labels for – once this is complete then click on the button – Merge to New Document.  This will create a separate document – review all the labels/pages of the new document for any label that the information merged is too big for the label – you can edit some of the address information (this occurs most likely in the organization name or title) to remove excess lines and get the whole address on the label.  Then print the labels on the smaller labels that are in the bin above the computer.  Close the new document without saving.  Repeat the process with the first document you opened (c:/ncla/word documents/membership.renewalLabels.doc) and print the labels for all months you want them for from the queries in the database.

4. To keep everything in order – pull labels from across each row before moving down to the next and attach them over the name and address section of the membership application. 

5. To mail, fold the letter and membership application for the same person and insert into the envelope of that same person – be careful to make sure you have the same name of all pieces – it is embarrassing for the organization if the office sends out a letter to one person, with a membership app of another to a third on the envelope – SO BE CAREFUL.

6. Stamp these in the office and place them in the outgoing mail bin by the front doors.  ($0.37) will cover a letter with membership app in an envelope.

B. Processing Renewals and New Memberships:  Renewals are mailed and faxed in the office either with a credit card or check for payment.  NCLA does not accept purchase orders or bills for memberships.

i. Payment recording – (For preparing bank deposits and charging credit cards see Section 3 Below):

1. A complete membership will include a membership application and a payment (either credit card charged or check).  These come in daily, but it might be easier to process these on a weekly basis – I usually did them on Fridays depending on how many came in.  Use the date stamp and red stamp pad in the top drawer of the desk (to your right) and stamp each membership form with the date of processing (not the date it came into the office).  Also record in red pen on the membership application the following information:

1) Checks:  check creator (PC for Personal Check or the name of organization or business – i.e. Wake County or NCSU).  Date of check and amount of check.

2. For Credit Card:  see Section 3B for more information, but at processing record the approval code (i.e. App 055555), date of charge (usually today’s date) and amount charged.

3. Separate the checks from the memberships – except when there is an Endowment donation on the membership.  (Make a photocopy of both the check and membership application before separating and place in the Endowment file for processing later.  See Section 6 for more information on this.)  Once all the checks have been recorded on the membership applications, prepare the bank deposit according to instructions in Section 3Ai below.

ii. Review for active memberships:  

1. Sort membership applications for those with labels (renewals) and those without (hand written).  Those with labels already have the Membership ID listed on them – be careful, sometimes people will use a copy of a renewal application with a label for a new membership – make sure the name on the membership has not been changed to someone else – this requires a new membership ID or a search for a different active membership under that name.

2. With the group of handwritten membership, go into the membership database and search each application for an active membership.  Members do not always know their membership ID.  To search in the database, Under Forms, click on Membership Form – opening the membership form on the screen.  Place your cursor in the field for Last Name.  Use Control and F (hold down Control and press F at the same time).  This will put a window on top of the form – type in the last name you are searching for, press Enter.  It may take a few seconds or a minute to do the search.  If the first search finds someone with the same last name but the first name does not match, continue to press Enter until you either find the person you are looking for or you exhaust the search – a chime and message will appear indicating that there is no one by the name or you have gone through all the people with that name not finding the person you are searching for.  If you find the member, record the Membership ID on the Membership Application (I usually put this over the top right of the name).  Add renewing members (those you find a membership in the database) – whether active or inactive – to the renewal pile.  

3. With the remaining, you need to assign a membership number to them as new members – See Section iv below for these instructions.

iii. Data entry for renewals:

1. Go into the membership database and open the Form “Memberships”.  This should open the data entry/viewing screen for individual memberships.  To pull up an existing membership place the flashing cursor in the field for the Membership ID and Press Control & F.  This will bring up the “Find/Search” window.  Type in the membership number in the window and press Enter.  You will need to close the window to see the screen below, but the membership you searched for should appear on the screen.  If you typed in an invalid # you will receive a message.

2. Check to make sure that the membership form and the screen match.  Using Tab to navigate through the screen, review each entry point with the membership application form – in some cases the membership application will not have the information completed so do not change what is in the database.  For memberships that are already ACTIVE, update the year of renewal, date updated and any address, telephone or email information.  For INACTIVE, but renewing memberships, change the Status to ACTIVE, update the month to the current month and year, as well as the date updated.  Also update any address, telephone or email information as noted on the membership application.  Be care that you check to see if they want their mail sent to their home or work address and adjust the mailing and alternate address fields as appropriate.

3. After completing the email section, tab to the dues sub-form – below the previous payment enter the date, update the membership type field as necessary, the amount paid, date of payment (which will be the date of the check or the date the charge was processed), the payment type (use the pull down list) and the check# or CC approval #.

4. Press, Control Tab and this will move you to the Section/Roundtable membership sub-form.  Check the membership application for which sections and roundtables the member wants to have.  Adjust the list as necessary.  If the membership application does not have any listed, check the screen and mark the sections/roundtables that they previously had a membership in and check those on the application (this is important because when you do the deposit report to Diane you need to know which sections/roundtables each member joined on their application).

5. New Members Round Table – NMRT – is automatic for the first two years of membership at no additional cost.  If NMRT is listed on the screen, check to see when they joined, if there is no date, remove NMRT from screen and do not mark it on the application.  If the date joined indicates that this is their first renewal – i.e. last year was their first year – leave NMRT on the screen and mark it on the application (put “2nd yr”) next to the check mark on the application.

6. When updating section/roundtable memberships in the database, you not have blank fields in between entries – i.e. if someone had four section/roundtable memberships (NMRT, PLS, RASS, REMCo) in that order on the screen for the previous year and they are no eligible (being their third membership year) for the free NMRT – you need to remove NMRT and move the other section/roundtable memberships to the left by one field.

7. Once you have updated the screen for that membership, you can move on to the next by putting the cursor in the Membership ID field and starting over at Step 1 of these instructions.  Information will be automatically saved, but if you are worried about this – you can press the “Save” button at the top left before going on to the next record.

iv. Data entry for new memberships:  These are memberships that you could not locate in the database by their names (using the Control F search).  You will have assigned each of these memberships a new number.  Using the search (Control & F) action in the Membership Form of the database, search for the last used membership number – I use to keep a post-it with the last number I used on the computer screen – unfortunately I did not record the last number I used.  It should be around 10885 – but keep going up the number under you get a chime and message saying that this number does not exist.  Then assign a number to each new membership application you have to process.

1. To enter a new membership, in the Membership Form of the database, at the bottom right there is a count of entries.  The last button on the right of these numbers is a star and an arrow *→.  Press this once and a new blank record will appear on the screen.  From this point enter in the information required – use the pull downs in the fields to choose options.

2. For a renewal month, use the current month, unless you are within seven days of the end of the month.  Then use the next month.  (i.e. if you processing membership Aug 28th, put the renewal in as September).  For the Date Joined enter the current date – this should be the same date as Date Updated.

3. Enter the members’ name, address(es) phone and email information – not (entry should be capital letters, except for the email).  Try not to overrun the field sizes for Title and Organization as they set for the size available on labels and mailings.

4. Enter their payment date just like for renewals, except this will be the first entry  on the list form.

5. Enter their choices for sections/roundtables.  Also add NMRT (New Members Round Table) as well – and check this on their application if they did not.  If the application does not have any sections/roundtables only add NMRT.  You can email or call them later to ask them about their choice for their free section/roundtable.

6. Once everything is entered you are finished.  You can search for active members, add another new member or close the database and do something else.

v. Membership Notification/Cards

1. Membership Cards:

1) Membership cards are prepared for all new members and renewing members.  They are two sided, one side has the NCLA logo, address, phone and email – the other side has the member name, sections and roundtable memberships and expiration month and year.  These are printed in the office on the “Business Cards – Ivory” that are located in the bin above the printer.

2) To print the Logo side, open the file c:/ncla/word documents/membership/NCLA LOGO 10.doc and print as many pages as you need for those memberships that have been processed on a particular day.  There are 10 membership cards per sheet.

3) To prepare the side containing the individual information, first in the membership database, open the query called “Membership  Card Query by Date Updated and clicking on the first button under file (View) scroll to the area in the query which contains the Date Updated – change the date updated filter in the query to the current date or the date that the memberships you are preparing cards for was updated.  Then close and save the query.

4) In Word, open the file c:/ncla/word documents/membership/Membercard10.doc that is connected to the query you just changed.  Confirm that the list has the same number you were expecting from the memberships processed and spot check to make sure the names match.  Place the one-sided printed cards, face down in the feeder on the printer, and then click on the merge to printer button – accept printing all and then print.

5) Separate the cards and send them with the matching letter – make sure the names match.

2. Renewal Welcome Letter & Envelopes:

1) Each renewing member gets a Welcome letter – the name does not match as well – you may want to change it.  In the Membership database you need to open the query called “Processed Renewals by Date Updated and change the dates for Date Updated and Date Joined to the date you updated their membership (i.e. either today or the day you did data entry).  This will be done in the design format of the query – make sure once you change the dates you close and save the query.  

2) In Word, open up the Welcome Letter file c:/ncla/word documents/membership/welcome letter.doc and do a quick check to make sure you have the correct members merged into the document that you are processing.  Using Merge to Printer, print the letter – make sure you change the Properties on the print window to print these on letterhead – take Properties from the Print Window, selecting the Paper tab and change the last drop down box on the left to read Letterhead.

3) To print envelopes for the letters, open file c:/ncla/word documents/membership/member envelope.doc and using the Merge to Print function (button) print the envelopes – you will need to put the envelopes in the manual feeder on the printer.

4) Fold each letter placing the membership inside and then put in the envelope – this helps make sure that the membership card is taken out when the member opens it and is not left in the envelope and thrown away.

3. New Member Welcome Letter, Labels & Inserts (NCL & THL):

1) Preparing the letters for the new members is very similar to renewing members.  In the database, open the query called “Processed New Memberships by Date Updated & Date Joined” and change the Date Updated and Date Joined to the date you entered the new members into the database.  Close and save the query.

2) In Word, open the file c:/ncla/word documents/membership/NewMemberLetter.doc for the new member letter, and check to make sure the merged information matches the new members you entered.  Using Merge to Print, print the letters, make sure you changed the paper to Letterhead.

3) New members get an 8-1/2” x 11” envelope, so you need to print labels for these.  Go to c:/ncla/word documents/membership/LABELSMEMBERS.doc and make sure the names match your letters and using print to merge print the labels – use the 2” x 4” labels that are located in the bins above the printer – use the manual feed tray placing the labels in face-up.  The large envelopes are in a box under printer area of the desk.  It is best to stamp them before stuffing and sealing as the envelope stuffed will usually not fit in the postage meter and a separate stamp will have to be made. (See Postage Meter Instructions for more information).

4) The package to new members includes a copy of the latest North Carolina Libraries and the latest Tar Heel Libraries, as well as their letter and membership card – I usually paperclip their membership card to their letter so it does not get lost or damaged in the larger package.

C. Preparing Section Reports:  Before each Board Meeting (4 times per year), each Section and Roundtable Chair gets a complete list of active members emailed to them in a MS Excel File (except for the Trustees – NCPLTA – see more below.  The queries are already created in the database, but they need to be exported to MS Access and saved on the hard drive at c:/ncla/Word Documents/  There will be previously created reports at this location that can be deleted once new reports are created.  For NCPLTA export the report to the same location but in a Word format.  Then go into Word and open the file and move the information around so it can been seen – the export sometimes crowds or extends the chart off the paper – adjust paper size, margins and font size to make it fit – in the case of really no room, you can remove some columns, such as Suffix or Salut.  After creating all the files, email them to each section/roundtable chair – let them know what they are getting in the email and attach the file.

3. Mailings

The office is responsible for all bulk mailings and other mailings required for NCLA business.

A. Regular Mail – regular mail includes membership renewal notices, membership letters and cards, subscription claims and other items that need to be mailed to NCLA members etc.  Use the postage meter in the office to stamp the letter or package (there are mailing labels for postage by the machine to do large packages they won’t fit in the meter printer.  Use the scale to weight heavy pieces and check the postage required either on the card by the postage machine or online at www.usps.com.  See Section 5 on refilling the postage meter.

B. Bulk Mailing Services:  Bulk mail is for mailings with more than 250 pieces. 

i. CES Mail Services – this is the company NCLA uses to prepare bulk mailings.  The office will need to provide to CES the items to be mailed with the proper Bulk Mail stamp and return address, and an email (to Tricia@cesmail.com) with the mailing list in an excel file.  CES charges a minimum of $100 for processing a bulk mail job.  They will insert sheets into mailings or doing folding for an extra fee.  Do not under any circumstances process a bulk mail job in the office to “save money” – it takes forever to properly arrange the mail according to USPS requirements and is only a headache when you have to take the trays to the USPS out by the airport and have them refuse to take it until you have fixed the arrangement problems.  USE CES ONLY!

ii. NCLA Bulk Mail Account – this account is with the USPS and covers the costs of mailing bulk mail – you will receive a statement with each job that is sent using the NCLA Account (1289) that will show how much was used and how much is left in the account.  You will need to request a check every few months, especially when doing loads of mailings like what is upcoming with the conference.  You can mail the check to the USPS – see the address on the statements or you can take it to the bulk mail center at the USPS office off of Westgate Road north of the Airport.  You may want to call for directions.  You do not want this account going lower than the upcoming mail job because it will delay the mailing time.  CES will call if there is not enough money in the account to cover a mail job they are preparing.

C. NCL – the printed annual is mailed in February/March of each year – it is dated the year before (i.e. the 2003 annual was mailed Feb/March 2004).  Al Jones is the editor of the NCL and he should let you know when the annual is ready – the printer will ship the boxes to the NCLA office – there are usually a lot of them, so be prepared to make room.  Once they are in the office, create a list in excel that includes the information from the NCLA Membership Database – use the All Active NCLA Members query – in excel remove all columns not needed for mailing (i.e. ID number, phone, email, expiration date, year etc.) – include name (First, Middle and Last), Title, Organization, and all Mailing fields.  Also create an excel file from the Subscription database for all subscriptions that expire during the year of the annual or later.  Send these to files to Tricia@cesmail.com at CES as attachments.  Also indicate how many boxes they need to pick up from the office – you may want to separate the boxes to pick up from those that are staying in the office.

D. THL – The Tar Heel Libraries Newsletter is edited by Former President Ross Holt.  Ross will email you when a THL is being sent to the printer and check to make sure that the mailing can be done.  At the moment, the last THL was sent directly to CES – you may want to email Ross (rholt@randolphlibrary.org) and ask if you can continue to do this, but he would need to let you know when the THL is at the printer or being shipped from the printer so you can inform CES and send the mailing list.  THL is partly funded by the State Library – they provide state to write articles and do some of the editing – so THL is sent to all active NCLA members and to a list of libraries provided by the State Library.  You may want to check with the State Library – Timothy Owens (timothy.owens@ncmail.net) – on an updated mailing list as the list we have is almost two years old.  But there is a file in the THL directory of the State Library mailing list.  Send both of these lists (in excel) to CES Tricia@cesmail.com - informing Tricia about the shipment of the THL directly to her attention.  Ask her to return any unmailed copies to the NCLA Office.  When you get the extra copies – maintain about 100 for the NCLA and send the remaining copies to Sandy Cooper (State Librarian) at the State Library – Shonta at the front desk can help you do through the courier at the library.  Use the extra THLs you keep to send to people who don’t get a copy, claims or for new member packages.  Always keep one copy in the bookcase for permanent reference.

E. Section/Roundtable Mailings:

i.  – on occasion a section/roundtable will want a mailing sent to the membership or a subset of the membership (i.e. their section).  You need to work with them on what they expect you to do and what they will do.  If they are going to prepare the mailing and it is going to be mailed to over 250 people, they need to provide for an envelope with the bulk mail permit (there is one located in Word at c:/ncla/word documents/Office Forms/permit envelope.doc or add it to their brochure/pamphlet for mailing – you can email the envelope sample to them to copy and past from.  If the mailing is for over 250 people, then it should go through CES, as stated above, if it does not because the section does not want to pay the $100 for processing, then either the office or the section needs to prepare the mailing according to USPS standards – USPS does offer classes in this which can be a little helpful, but I advise to tell sections that they MUST us CES for all bulk mailings. 

ii. If the mailing is for under 250 pieces, the office can affix the postage from the meter – the section will need to be charged for the postage – this should be done on a Mail Job Report (See F below).  Make sure you record all time you spend on preparing the mailing – folding, stuffing, printing, preparing mailing labels or printing envelopes, and affixing postage – (note: sometimes the sections don’t realize how much time it takes to do all this and the report gives them an idea and could be eye-opening as to why you can’t do everything on 30 hours a week.)

F. Mail Job Reports – this is the way you can inform the contact person with the mailing (i.e. NCL – Al Jones, THL – Ross Holt) and Diane about the costs associated with a bulk mailing as well as the mailing dates etc.  These reports provide the contact person with a sense of the time needed to mail something and the costs involved.  As you receive bills from CES and statements from the USPS for the Bulk Mail Account – go ahead and pay CES right away but keep the copy of the check order and bill in a bulk mail file until you get the matching USPS Bulk Mail Account statement.  Also, make notes about when you received the mailing to be completed, date sent to CES, and the time you spend on any mail preparation such as preparing the mailing list or actually doing a smaller mailing in the office.  On the form indicate who is responsible for the mailing and all the pertinent information, including the charges.  Email a copy to the contact person and to Diane.  Print a copy and attach all the paperwork for that mail job and file as you decide.

4. Financial Issues

It is very important that bank deposits be done on a regular basis.  Memberships and conference registrations as well as other funds help the organization run and pay your salary.

A. Bank Deposits – deposits are made to Wachovia – this means you need to go to the bank and make the deposit.  Warning – you can only do 3 deposit slips at the drive-up windows, but more inside.

i. Preparing Deposit – once you have a pile of checks to be deposited (i.e. you have recorded payments on memberships or registrations or other paperwork such as NCL subscriptions) then you can prepare them for deposit.  In the second draw down on your right there are deposit slips and deposit stamp and stamp pad.  Stamp the back of each check with the stamp.  I find it is better to organize the checks by size and amount (lowest to highest).  On the deposit slip (remove the two part slips from the book) write the late name of the person or the name of the organization (abbreviating is fine) to the left side of the list – then write the amount in spaces on the right.  You can fit 13 checks on each deposit slip.  Once you have filled the slip or ran out of checks – run a calculator tape to get a total and turning the slip on it’s side, fill in the number of checks and the amount.  Repeat this until you run out of checks.  Paperclip the checks, calculator tape and the deposit slip together to be deposited.  Write down the total of all deposit slips for reference when preparing the report to Diane.  When you make the deposit with the bank you will get the yellow copy back – this should be attached to the report you send to Diane and filed – there is a file in the bottom drawer to your right, but the yellow slips are not always attached – you can work out your own system for this.  The reports and the deposit slips will be needed for the audit each year (this was new for the 2003 audit) so keeping them organized is important.

ii. Reporting to Diane:

1.  Non membership deposits (i.e. conference deposits) are deposits that do not include any membership funds – these can be reported to Diane via an email message (print your message for a record after you have sent it) with a breakdown of what the money was for.  (example:  $15,000 total deposit, $7500 conference exhibits, $7000 conference registrations, $500 conference store).  There will be some breakdown for the different types of income, but not to the extent needed for memberships.  

2. For deposits that include memberships:  Open c:/ncla/word documents/FINANCES/BANK DEPOSITS/depositsheetmaster.xls and immediately save it with a date at the end (formatted as DDMMYY – i.e. 080404) and in the folder for the year.  Enter in the date at the top of the form and enter the total deposit at the bottom of the form.  Using your processed membership form – you should not complete this report to Diane unless you have already processed (data entered and updated) the memberships covered by the deposit.  Go through each membership and enter a number in the cell next to the section/roundtable membership (s) listed on the form.  Put any Endowment donations, subscription deposits or other monies outside the membership fees in the area to the right – enter an explanation and the amount.  Separate Endowment donations indicating the name of the person making the donation – this will help down the road when you request the money to send to NCCF (See Endowment Section).  

3. As you go through each membership you will need to increase the number to the right of the section/roundtable.  Once completed print a copy of the report and save it.  Go to the email and send the file as an attachment to Diane (kester@coe.ecu.edu).

B. Credit Card Charges – NCLA only accepts Visa/MC.  We do pay a fee to accept these cards, so do one charge and then do a settlement – wait until you have several charges before processing and settling.

i. Processing Credit Cards – IC Verify is the software that we lease to process the credit cards.  To use this software the computer must be plugged into a phone line.  I usually remove the line from the fax machine and plug it into the computer (left side next to the network cable).  Also if you have any internet applications running, especially online radio or video, IC Verify will not work and you can not processing credit cards.  Best to close down all other applications on the computer before opening IC Verify (there is a shortcut on the front page).

ii. Once the program is open, click on the Sale tab at the top of the main window.  You should always charge credit cards in the SALE function – other functions do not process charges through to the end, but place them in a holding pattern until you do another step (DO NOT CHARGE IN ANY FUNCTION BUT SALE!!).

iii. Enter in the account number at the top and expiration date – if the person has used this credit card before their information may be entered automatically, but if not enter their name (the person who signed at the bottom of the application) and the billing address city, state and then zip code.  In the next section enter your name and the amount to be charged.  There are no sales tax or other charges so enter zero in these fields that require an amount, and enter the current member ID or New Member for memberships or Conference Reg or other identifying reason for the charge in the reference.  Press the Submit button.  The program will dial out and request an approval.  The approval will appear in the small window to the right – record the approval number along with amount and date charged on your paperwork.  The charge will also appear on the window at the bottom and with each charge this will group.  For some credit cards this window empties out until the charge is complete and then the list reappears (I don’t know why).  Record any other problems (invalid #s and declines) and contact the person who is responsible for the card for corrections – contact can be made by email or phone.

iv. Once all the charges are complete go to Function and click on Settlement/End Day choice to do a daily settlement.  This will close out all the charges and prepare a settlement report.  This may take some time and the program may dial out several times – when the settlement is complete the list of charges at the bottom will disappear.  If the settlement says it is complete, but the list is still there the settlement was not run correctly – re-run the settlement.

v. Once the settlement is complete, go to Report and open the Settlement Report – choose View – and in the window go to File, Save As and save in c:/ncla/Word Documents/FINANCES/MCVISA DEPOSITS/.  Using the naming convention already in the file.  Then print a copy of the report.

vi. Reporting to Diane – This is very similar to the reporting for bank deposits – for non-membership charging (and it is probably best not to charge Conference registrations with memberships on the same day and settlement) report to Diane with an email as listed in Section 4Aii above, but attach a copy of the Settlement Report to the email that you saved.

vii. For Membership charges – using the membership applications that have been entered – complete a report similar to the bank deposit report from above.  These reports can be found at c:/ncla/word documents/FINANCES/MCVISA DEPOSITS/MCVISAdepositsheetmater.xls  Email this report along with the Settlement report for the same day to Diane.  Print a copy of the membership report and staple it to the Settlement report you printed earlier – File as you wish in the drawer to your right.

C. Paying Bills – You will receive bills directly from companies who have provided a service or product to NCLA, and you will receive check orders for reimbursement or to pay bills from section/roundtable members.  Basically you process them all the same way.  Open c:/ncla/word documents/Office Forms/check order.doc and type a check order for each bill/request – on the check order indicate where the money should be paid from (section, roundtable, committee, conference, office or general funds), provide the name, address and phone number of the person/company to be paid – the phone number is very important as this is how Diane enters the checks in the online bill payment system with Wachovia.  Complete the section about what is being paid for and the amount to be paid.  Separate any tax and indicate which county the tax was paid or is being charged in – NCLA as a non-profit can get a refund of sales tax paid by the organization.  Put all the check orders in one file – a page for each order – print and then save the file.  Email the file to Diane to be processed.  Staples the new check order to the back-up paperwork and file.

5. Postage Meter

The office has a Pitney Bowes postage meter that is rented from them and should only be used for NCLA mail.  There is also a scale which will show you how much something weights and then you need to locate how much postage that will be either by consulting the  small postage card near the meter or by consulting the internet at www.usps.com.  You can learn more about the postage meter by reviewing the paperwork which is located in the to be filed pile on the rolling file cart.

A. Adding Money to Account – We have an account with Pitney Bowes which allows a download of money to the postage meter to affix postage.  To keep this account available for use, I usually requested a check once I was down to $100 in the account and had just downloaded that to the machine (see B below for more information on downloading to the machine.)  Request a check from Diane Kester (I usually got $500) and send the check with a deposit form – you can find these attached to account statements and in the small to be filed pile on the rolling file cart against the brick wall.  Mail this off and the account will be credited.

B. Adding Money to Machine – The machine is connected to a phone jack to allow for downloading of money to the machine for postage.  The account we have with Pitney Bowes includes the cash we send to them, plus a $500 credit account.  Do not use this credit account as the interest is outrageous and they don’t give you enough time to pay it before they charge you more interest on top of that – it is a never ending cycle.  So when you download money to the machine (see handbook for exact instructions) make sure you do not go below $500 on the printed account receipt.  I always leave the last receipt near the machine – with the postage tape and postage amount card – to see how close I was to the $500 amount – if is says $500 that means $0 money in the cash account, so do not download anything until you know that more money has been put on the account.  If the receipt says $601 – then you can download $101 only before hitting the credit account.

C. Accounting for postage spent by Sections/Roundtables – sometimes sections and roundtables will ask you to prepare a mailing that has less than the 250 pieces required for bulk mail.  This is also discussed in section 3B about Bulk Mail Jobs.  Sections and roundtables are responsible for the cost of such mailings and should be charged for the postage used from the meter.  So when you are doing such a mailing keep track of the postage used – either by counting the pieces and charging the postage amount by the pieces or by keeping track of the total used.  Report the postage on the mail job report you send to Diane and the contact person for the mailing.  Although committees do not have to pay for postage as they do not have accounts, it might be a good idea to do reports for them as well to let them know about special mailings and their costs – this are few and far between.

6. NCL Subscriptions

The North Carolina Libraries is the journal of NCLA.  This journal is published quarterly on the web and then an annual is printed and mailed to all NCLA members and Subscribers.  The Annual is printed the February/March of the year after the online publishing (i.e. the 2003 annual was printed in Feb/March 2004).

A. Processing Subscriptions:
i.  – There are about 100 subscriptions to NCL and a separate database records these.  Renewals and new subscriptions are quite small – processing these once a month is plenty and if you are busy with conference or other things – as long as subscriptions are updated in the database before the annual is mailed.  DO NOT hold checks though – they have expirations dates of 6 months or a year.  It is probably best to do the initial recording of payments and check deposits the same day you do memberships, adding them to the bank deposit (See Section 3A for more information on bank deposits).  Stamp each renewal with the received stamp and either record the check information or make sure it is already recorded on the subscription form.  Put checks with other checks – you may need to make note of the total amount being deposited for NCL Subscriptions – See Section 3Aii for information on reporting the deposit to Diane.

ii. When you are ready to enter subscriptions go to the Subscription Database – there is a shortcut on the desktop.  Use the Subscription Form to enter in new or update existing subscriptions.  I usually find that locating subscriptions by city/town is easier than by name.  Use Control F to search, make sure your cursor is in the field you want to search on the form.

iii. For Current subscriptions (i.e. renewals or updates) update the paid information and update the expiration and update date on the form.  Double check the mailing address.

iv. For New Subscriptions, use the *→ at the bottom of the form to add a new subscription – you will need to have an ID number – do the same process as in step 2Biv of membership processing to figure out the last ID used.  It should be around 150 or so.
B. Claims:

i.   claims are requests/notification from subscribers or subscription services that they have not received a particular issue of the NCL.  Up until 2002, the NCL was printed only, but in 2002 the decision was made to publish the NCL quarterly online and then produce a print annual at the end of each year (which ships in Feb/March the following year).  Many of the subscribers and subscription services have understood this, although they were told many times via letter, email and telephone.  As a result you will receive claims for issues that have been published electronically in 2004, but will not be printed until the end of 2004 and shipped in 2005.  For these claims I write the same notice on them and return them (most come from EBSCO) – “Issue X, Vol X has been published electronically and is available at www.nclaonline.org/ncl/   A print annual containing all issues of Vol X published electronically will be shipped to all subscribers in Feb/March 2005.”

ii. For other claims, check to see if these issues were published and if there is a copy available in the office.  If there is a copy available in the office sent the copy to the subscriber (NOT THE SUBSCRIPTION SERVICE) with a copy of the claim and also send the claim form back indicating a new copy has been sent back to the SUBSCRIPTION SERVICE.

C. Mailing List Prep:  The NCL is mailed to active NCLA members only.  If someone has not paid for a membership they do not get the benefits of membership.  To prepare the mailing list, which will be sent to CES via email (in EXCEL), run the query in the membership database call “All ACTIVE NCLA Members” – export this query to EXCEL, saving it in the NCL folder (c:/NCLA/word documents/NCL Journal/ ) under a name of your choosing that IDs the file as the mailing list for a particular year or issue.  Email this list to CES – see Section 3Bi for specifics on this process.

7. Endowment Processing

The Endowment are donated funds managed by The North Carolina Community Foundation.  At the moment there is no chair for the Endowment Committee – the past Chair, Elizabeth Laney, was replaced by Pauletta and then the new chair resigned.  Elizabeth Laney is a nice older woman, who can be very demanding.  Even after she was removed from her position as Chair she continued to call the office and request that paperwork be sent to her.  If she calls the office requesting anything, direct her to Pauletta or have her make the request in writing (via email) and check with Pauletta on what you should do.  Elizabeth likes to have all kinds of reports and copies of all the donations and letters, which can take a long time to prepare, so if you have to do any of this give her a date you will send it by and be generous with it – i.e. If she called Sept 1 asking for something – say you will have it to her by Oct 1.  You can then work it into your work – caution, with the Conference coming up and the extra work that involves do not make any time promises except for saying you try to do it before, but won’t guarantee anything outside the conference work until after the conference is completed.

A. Donations with Membership – these are just like they sound – someone send in a membership renewal or new membership that includes a donation to the Endowment – the current membership application has this as an option with honorary or memoriam information listed.  Because these amounts are usually small, make a copy of the check and a copy of the membership application.  Place them in the file – Donations made with memberships in the Endowment folder currently on the desk.  Once you have a large group – usually about once every 2-3 months – go through them and using c:/ncla/word documents/endowment/check order.doc create a check request for the amounts of the donations.  The money was originally deposited in the NCLA General Fund, but now needs to be paid to NCCF for the Endowment.  Using the list attached for each individual donation.  Send this via email to Diane and make a copy attaching it to the documentation (check and membership application copies).  When you get the check from Diane, prepare a letter (c:/ncla/word documents/endowment/NCCF ltr reimbursement) and send with the letter, the check and the list that was originally created with the check request – keep a copy of the letter and list with the copies of the check order, checks and membership applications.  File these as complete.

B. Separate Donations – these donations come in on their own.  There is currently a large check rubber banded to the front of the Endowment Folder that is a direct donation.  These donations should be sent directly to NCCF.  You need to prepare a letter (located at c:/ncla/word documents/endowment/NCCF ltr direct donation) and send the original check and a copy of the documentation with the check.  Keep a copy of your letter to NCCF, a copy of the check and the original donation letter/form in the completed donation file.

C. Data Entry – Before I left I was working on a database for the Endowment, but alas it never got to the operation stage – if I get the chance I will work on it and send it to you, but I doubt I will.  Robert Burgin or Bao maybe able to assist if you are not comfortable with Access – there is a great book under the fax with Access help that I used for the Membership database and that one works quite well.  I had been tracking donations to the Endowment with an Excel spreadsheet (located at c:/ncla/word documents/endowment/Donation Main Spreadsheet.xls) which you can update with the most recent (I think I added up until Sept 2003 donations) donations to the Endowment – paperwork for these donations will be in the Endowment folder.

D. NCCF Reports & Responsibilities:  NCCF once they receive a donation will send the donor and any honorary or memoriam (if an address is provided) a letter thanking or informing them about the donation.  NCLA use to send a letter as well, but this seemed to be redundant and at a board meeting was removed from the responsibility of the Admin. Asst. (you only have so much time to do everything!).  NCCF will send a report at the end of each year of all the donations that have been received, and an accounting of the activity of the endowment.  I wrote to NCCF telling them to send these to the office and no longer to Elizabeth Laney in April 2004.  If a new Endowment Chair is appointed, copies should be sent to them of the Endowment activity and NCCF should be told to send reports directly to them (if they want).

8. Conference

The Admin. Asst. responsibilities for the conference include attending planning meetings (to participate on logistical issues and take minutes of the meeting – I usually took minutes via the computer and then edited them later.  I usually sent my edited copy to the Conference Chair to review before sending them to all the Conference Planning Committee members.

A. Planning Meetings – The Admin. Asst. needs to attend all Conference Planning Meetings – check with the Chair of the Conference Planning Committee on this.  You may need to stress to them the need to record the minutes of the meeting, coordinate catering or location arrangements, and to be aware of decisions made that will affect the work of the NCLA office, especially in terms of bulk mailings, printing, registration processing, etc. 

B. Registration Materials – the Admin. Asst. should be directly involved in the design and format of the registration form for the conference, since the Admin. Asst. needs to have certain information on this form to proper processing registrations.  Do not let others take this on without reviewing the form for all the information you need – it will cause you problems down the road.

i. Registration Form – There is a draft 2004 Conference registration form on the hard drive – located at c:/NCLA/word documents/2004 conference/2004 Reg Form Landscape.doc.  This form contains all the information you need – if the committee decides to change the format of the form, make sure you have the same information on the form and that you can easily understand it to do data entry and processing payments (checks and credit cards).  It is probably not a good idea to have a two page or front and back form as this would require more work on your part of processing the registration properly and not all registrants will complete the form correctly or completely.  NOTE:  The registration program should be done by the Publicity Committee – In 2003 the Admin. Asst. spent time creating the entire registration package and program that is not part of the Admin. Asst responsibilities – do not get stuck with work that others are responsible for – you have enough of your own.

ii. Registration Package (MARCO) – As part of registration for the conference, you need to provide a lanyard, nametag holder, printed name tag (this comes from the conference registration database when you print tickets and receipts – one page per person).  Other supplies include #10 white envelopes and a bag of some sort to hand out at registration information (including the program, name tag lanyard etc., and any other inserts that people provide).  This year we received an offer from MARCO – this was the company I used in 2003 for the lanyards – extras from 2003 are in the box on the table where the THL and NCL’s are located.  MARCO offered a conference package and this was discussed at our last Conference Planning Committee – I gave the samples to Andrea Tullos, Chair of Registration, but Pauletta also asked that I get a written quote from MARCo for the package so she try to find some sponsorship for the package.  The quote was faxed to the office and is on the desk – you need to get it to Pauletta and at the next conference meeting bring this up to Andrea as well.  Whatever package you get – the full thing, the lower grade bag or just the lanyards, you need to order at least six weeks before the conference.

C. Registration Responsibilities – the Admin. Asst. is responsible for processing all early registrations to the conference.  This requires receiving them in the office (via mail, fax etc.) and processing their payments.  NCLA accepts checks or Visa/MC.  Some libraries cut checks for their employees and because this can take a few weeks, they will fax their registration forms without payment – you need to match up the payment with these once they come in.  

i. Checks can be processed just like a membership – do Conference deposits separate from membership deposits – as the accounting can get complicated.  All you need to do for Diane is let her know what days you did Conference Deposits and for how much.  The Registration Database will prepare a report of income and this will be the report Diane will use after the conference to properly account for the income.  Do the same with Visa/MC charges.  I created several files to organize the registrations  - creating files: “charges to be done”, “Paid to be Entered”, “Paid and Entered”, “Waiting for Payment”, “Waiting for Payment and Entered”, and “Problems.”

ii. You need to check to make sure that those registering as NCLA or SELA members are such.  You can search the NCLA memberships in the Membership Database and hopefully (and you may need to ask about this – or push for it) you should get a complete list of SELA members to check as well.  Once all the accounting and checking of memberships is complete, you will enter the information into the registration database, and print their nametag, tickets, and receipt.  I did not do this until two weeks before the conference – going back through my “paid and entered” pile first printing off for each registration.  Andrea should make arrangements to have volunteers in the office to assist with registration.  Volunteers should:

1. – review registration forms and the printed nametag and tickets for any mistakes.

2. – put together registration packages, including folding up nametag/ticket/receipt sheets into envelopes – Envelopes need to have the registrants Names printed on them – see Registration Database for this.  They should be placed in envelope boxes in Alphabetical order.

3. – Andrea and any other volunteer in the office who will also be volunteering at the registration desk, should also learn how to enter and print registrations from the database, so you can take a break or escape from the registration area for a while (NOTE: 2003 – I got one afternoon off to go to a class, otherwise I was attached to the registration area for the entire week!)

4. – and Finally volunteers should assist in transporting all the supplies to the conference – you will not be able to carry everything!!!

iii. For the conference you will need to take all the pre-processed registrations (forms and printed tickets etc.), the NCLA computer, a printer (I used my personal laser last time, but there is a small ink jet on top of the bookcase that my work – check this out before the conference and buy extra inkjet cartridges beforehand), a calculator, extra copies of the registration package – especially registrations forms, a ream of copy/printer paper, extra sheets for tickets/nametags, pens and pencils and the entire registration package (bag, lanyard, etc.).  Also take the cash box that is in the closet as there will be onsite registrations.

iv. According to the schedule for 2004, the Tuesday evening there will be an early-bird reception where pre-registrations can be picked up – you will not need the computer for this – actually I recommend that you don’t attend – volunteer can hand out registrations and bags etc., if anyone has a problem they should be told to go to the registration desk in the morning to figure it out.

v. Another hint:  Take one of small file boxes with you and have a volunteer in the office put all the processed registrations – those that are entered, printed and most importantly PAID in the file box in alphabetical order.  This way if there are any problems with a registration you can find the form quickly to answer any questions.  Keep the unpaid registrations that have been entered separate, as some registrants may bring payment to the conference and you can enter this into the database.

D. At the Conference:

i.  – Andrea should have schedule of volunteers to cover the pre-registration desks.  There should also be a on-site registration or late-registration desk that other volunteers (Andrea or members with registration experience – Irene, Bao, Brandy, Terry, Peggy, etc.) will man.  You will be at the computer entering and printing on-site registrations and handling any big problems with other registrations.  Also check to see where the closest Wachovia is to the convention center and have deposit slips and the deposit stamp at the conference to do deposits of the cash/checks received at conference right away – remember to record the dates and amounts of deposits to send to Diane via email after the conference is over – she will not have time to get them while there.

ii. You also need to work with the local arrangements people each day to decide on the number of meals that are ordered for meal events (breakfasts, lunches) as some people who register onsite might want to purchase a ticket to a lunch or event.  Local Arrangements should provide you with the last time they can add or subtract meals from a meal program – and you can report on the total number registered for that event so far – NCLA does not want to buy extra meals no one is eating but it also does not want to turn away people who will pay to attend a meal program!!  You can print out the report from the database that will show the total registered for the meal functions several times during the conference.

iii. Note:  Try to take some breaks and have the volunteers who practiced on the computer do some of the work – take a walk – go to a lunch or program.  If you just stay at the registration desk you will go nuts – believe me – I almost did.

iv. Also keep track of the hours you work – they will be long hours – I wrote down my hours at the conference on the back of my nametag and then when I returned to the office I used this to get paid for the time I worked.  Last year I worked at least 40 hours a week starting about 2-3 weeks before the conference and as much as 60 hours during the conference and the few days before and after.  Depending on the support you have and how easily everything runs (I did not have instructions on the database or any of this manual to help me so I was figuring it out along the way) you may not work as many hours (I hope!). 

v. After the conference, plan on taking a few days off to de-compress – I actually made an arrangement with Diane to take any time over 30 hours that I worked in prep for the conference as vacation time for after the conference.  But you can easily get approval for time off without pay and get all the hours worked for the conference paid up front.  After the conference there will be loads of calls about refunds, getting duplicate receipts, and other stuff – best to get away and recharge before dealing with the after conference issues.

E. AFTER CONFERENCE ISSUES:

i. The first thing is getting all the supplies and equipment back to the office.  You need to remember who said they were taking what and make sure they return it to the office.  You should always take any cash, registration forms, the computer, printer etc.

ii. Second, you need to make sure you have properly credited all payments – check the mail at the office – there will be registration forms and payments in the mail received while you were away.  Go through and review and process all the payments received and do another deposit.  If there are duplicate payments (i.e. someone paid at the conference, but there was a payment in the mail when you returned) let them know (either via email or phone) that you have their other payment and will return it uncashed!

iii. For refunds that used a credit card – so a refund via the credit card processing.  Inform them via email or phone that a credit has been processed.

iv. For refunds that paid by check – collect these for a week or two following the conference and then prepare check orders for each one – make sure you refund to the person/place who wrote the check – and email them to Diane for processing.  Email or call each person that a check has been requested and to allow 10-14 working days to receive it.  Print the check order and attach it the registration form and file back with all the registration forms

v. Once all the processing and refunding of conference registration is complete – this was late November from the Sept 2003 Conference – print the account pages which shows the number of registrations and ticket purchases and fax this to Diane so she can properly account for the conference.

vi. In the office:  Any extra programs and brochures from the conference can be trashed – keep max 50 for requests and reference at the next conference.

F. Conference Registration Database:  The conference database was created many years ago and is very “fancy” in terms of its design compared with the NCLA or other database I created.  Unfortunately there were not any instructions on how to use it or update information for another conference when I used it for the 2003 conference.

i. Updating for 2004 Conference – you may need to request help from Bao or Robert Burgin to make changes in the database for the 2004 conference.  Basically the things that need to be done are as follows:

1. Make a copy of the database for 2004 – you should rename the database indicating it is the 2004 conference – you can also create a shortcut and put it on the desktop to allow for direct access to it.  Right now you need to open Access and find it in the Access section of the NCLA main folder.

2. Remove all the data on registrants from the previous conference.  Robert or Bao may be able to help with this – basically you need to “unhide” the directories and go to the table that contains the registrants’ information and delete it all.

3. Enter updated NCLA membership info from the NCLA Membership Database.  I was able to do this, but I don’t know how I did it with sitting down and doing it again.  I maybe able to help or you can ask Robert Burgin to assist.  It requires an export of the data from one of queries or tables in the Membership Database to the table in the Conference Database.

4. Update the specific conference events and prices in the database – use the Other button from the main form and it will open a window with lots of choices (buttons).  There is a button called Update or Events (not sure without seeing it) where you can update the registration information and the events that require tickets and/or additional fees.  This information should be taken from the registration form that people submit – it helps to keep these in order with the registration form – makes data entry easier.

G. Data Entry – You can use the Control F search in this database – the first three fields across the top represent First Name, Middle Name and Last Name.  To enter member registrations you will need to find their membership and enter in their registration information to the right of the their information.  Make sure you put their name in the large field under the name fields so that the Name Tag shows how their name will look.  Also update any other information.

i. For SELA Members – you will need to check the SELA list before you enter anything and assign them am ID – I suggest for SELA members you assign numbers starting at SE001 – SE will indicate they are SELA members.  This will allow 999 entries which should be plenty for the conference.

ii. For Non-Members – assign them number starting at N0001 (N for non-members).

iii. You also need to enter Speakers into the database:  Some section/roundtables will purchase registrations for their speakers for the conference so they can attend other programs.  If a speaker is just coming for their program they do not need to pay a registration for the conference – if they are speaking at a meal function they do not need to pay, but they do need to be counted – so add that event to their registration and change the price to 0.00.  Enter speakers using S0001.  You can work with a volunteer once the programs are completed to register all the speakers – note, some speakers are NCLA members and register for the conference, so do a search before adding them under a S#### in the database.  When volunteers are preparing the registration envelopes, have them insert speaker ribbons into the envelopes of all those with S numbers on their receipts.

iv. When entering their registration and choices of events the bottom section to the left should be updating itself to show the total amount due.  After entering all events and registration, enter in the paid amount and how it was paid.  Check the balance to make sure you have everything.  You may have a balance, especially if the person thinks they are an NCLA member and they are not. (always double check NCLA memberships with the membership database) – you will get some new or renewing expired memberships during the registration period, if you do get their membership ID and enter them in as a paid member.  

v. During the registration period you will receive many phone calls from people checking to see if their registration was received, how to register, how to become a member and every other question in the world.  Due to this, I did not call people with registration problems associated with under or overpay – if there is a problem I would make an note of their name and when the registrations were printed and in their envelopes I would mark the envelope for the person to see me at the conference to work out the problem.  There is just too much to do in the office to be calling people to get $10 or ask if they want refunds – this can be done at the conference or after.

vi. For exhibitors, there should be in the folder for the NCLA Conference a file that is a mail merge used for Exhibitor name tags – these do not need to be entered in the conference database.  For 2004, Steve Kelley, Exhibits Chair, should provide you with an electronic list – an Excel file is good – of all the exhibitor names and companies.  Print these before the conference.  You also need to make arrangements – Local Arrangements should help with this – to get a laptop and printer in the exhibits area on the Tuesday afternoon to make name tags for exhibitors who changed staff or added staff to the conference.  Each exhibitor should get a lanyard, nametag holder, nametag and an exhibitor ribbon.  

vii. There is one report that needs to be printed regularly from the Conference Database, before and after the conference to show registration numbers and numbers for ticketed events.  It is located on the window created by pressing the “Other” button on the main screen.  Sorry can’t remember the name of the button to create the report, but it only prints the report – you can not see it onscreen, so you need a printer to look at it.

viii. To print envelopes for registrants – you need to create a query in the database pulling those who have registrations processing.  I did this last year, but can’t remember how.  I may be able to help when the time comes (about 2 weeks before the conference) or Robert Burgin may help.  Make sure print the names Last Name First, so that volunteer in the office can put them in this order for the registration desks at the conference.

9. Filing/Records Management

Unfortunately I was unable to create a standard records management system and keep filing up to date.  There are many old files in both file cabinets which need to be reviewed and either thrown out or given to the Archives Committee for processing.  You will need to work with Diane, and other committee/section/roundtable chairs to figure out what to keep, archive or trash.  One area that has been forgotten for several years is Scholarships and Loans.  You will need to meet with the Scholarship Committee to get things back on track (especially the repayment of loans).

A. There are a few piles of things around the office.  First is the large pile of NCLA membership renewal/new applications.  These are located on top of the file cabinet across from the printer.  This covers almost two years.  It is probably best to retain two years of membership applications (check with the archives if they want them or if they can be trashed – you may want to get the okay to purchase a shredder for the office to handle trashing of paperwork with confidential info like the membership applications).  I was planning of organizing them by year and then by last name of member – this would be the easiest way to locate one if there was a question, but requires interfiling for the entire year.
B. Second is the pile of paperwork on top of the filing cart on the back wall – this is active 2004 materials.  The cart has old information on sections/roundtables.  You may want to set up a filing system for the current year in the cart as it is easy to find things this way, but you will need to clean out the cart first.  In terms of check orders and charges, I was going to file them according to who is paying for them – creating files for each section/roundtable/committee or other divisions for accounting purposes.

C. There are two file boxes on the floor – one contains information from the 2003 Conference and the other is paperwork from 2003.  After you do the clean out of the files in the cabinets, this should be filed in there according to your own system.  Again dividing by sections/roundtables/committees would be the best way to start.
D. The metal cabinet holds supplies, pens etc. and other things – it needs to be cleaned out and this is best way to learn what is in there.  There should be some supplies for the conference in there – especially nametag holders and the printer sheets for printing the nametags and tickets from the registration database.  A new order of letterhead and envelopes was delivered shortly after I left, which can be put in the cabinet – additional letterhead including second sheets is on the file cabinet above the printer.  Card stock for the Name Tents for board meetings is located under the printer (yellow for non-voting, blue for voting), as well as new printer toner and plain printer paper.

E. There is a box with pictures from the 2003 conference – these needs to be put in albums and identified.  You may want to ask at the next board meeting for volunteers to work on this project.
F. There are more boxes with NCASL (School Librarians – ask Diane or Irene for the history on this group) supplies that Diane brought to the office.  Some maybe able to be archived.  It may also be useful to use some of the give-a-way items at the conference or to send to new or the current NCASL membership – they need to find someone to chair the group, and this may help if a mailing went out to the members for volunteers – a suggestion only – check with Diane, Pauletta or  Terry Wehrli (membership chair) on this.

G. In the bookcase, there are binders containing information on conferences and workshops, as well as many copies of the NCLA bylaws etc.  You may want to review these and decide what can be archived or trashed.  Bobby Wynn is responsible for the Bylaws, Constitution and Codes committee and he may be interested in having some of the old versions of the Bylaws books – others should be trashed.  Keep at least one copy of each version in the office, send copies to Bobby and trash the rest – check on this with Diane/Irene, but don’t be afraid to tell them they are pack rats and this is not needed – in the two years I was there I only looked at the latest version online of the bylaws etc., and one copy of the older version (in one of the green binders) about once every 4 months or so.  You should keep at least one copy of NCL and THL in the bookcase for reference – other copies on the table and in boxes are to be used for new membership packages, resending lost copies (claims from subscriptions) and for use at workshops, the conference to hand out to people and ask them to join NCLA.  You can go through the rest of the items in the bookcase and decide what to keep.  Old brochures can be trashed – save 1 for archives – and the Endowment brochures and letterhead can be stored out of reach until a decision is made about who will take over as Chair for the Committee.

H. Under the table at the front of the office there are boxes that contain T-shirts and coffee mugs from the conference store from several conferences ago (2003, 2001 and 1999).  These can be used to bring members into NCLA – sections/roundtables can use them for door prizes at events, the membership committee may use them for other events – do not forget they are there – suggest that they be taken to the conference and sold cheap or given away when someone becomes a new member.

I. Electronic Records – FTP Backup – on the desktop of the computer is a shortcut to the FTP.  This program will copy files from your hard-drive to a back-up server at ibiblio.  Bao should be able to give you complete instruction on how to do this.  It should be done at least once a week – if you make major changes or process a lot of conference registrations, it might be a good idea to back-up to ibiblio everyday to make sure you don’t have a problem and have to re-enter a weeks worth of work when there was a lot being done.  Create your own folder and copy the NCLA folder from the hard-drive – everything of major importance should be in this main folder – so check this when you save anything to make sure you are within the NCLA main folder.

10. Supplies/Staples:

NCLA has have an account with staples.  You can go to the local staples to get supplies or you can order them online.  The computer has a cookie (I think), which will log you into their system to place an order.  If you buy something from Staples for a specific use, (i.e. conference, a specific Section/Roundtable) you need to email Diane about the purchase and who should pay for it – otherwise everything comes out of the Office Expenses account.  

B. Archival Supplies – This is something you will not order on a regular basis.  I placed my first order about 1-1/2 years from when I started.  Jean Rick, Chair of the Archives Committee will contact you when she needs supplies.  Find out what she wants and order them – be specific about archival supplies.  Do not order these through staples – you need to order archival supplies through a special archival supply company such as University Products.  You can locate them by searching online.

11. Copy Services/Kinkos:

NCLA has an account with Kinkos to pay for copying etc.  If a NCLA member wants to make copies for their use, they should use Kinkos and use the account number or they can pay for it themselves and be reimbursed by NCLA at a later date.  You may need to locate the closest Kinkos to you and the office to drop of items and pick up.  We will get a bill from Kinkos which should be paid on time – always give them a reference – such as the abbreviation of the section/roundtable.  This appears on the bill and will help you and Diane know who should pay for copying.  If someone else is using the account for copying make sure they know to have a reference to the section/roundtable being charged.

12. Executive Board Meetings:

meeting dates and places are decided on upon the President (Pauletta Bracy) and the board.  The current dates through 2005 are listed on the bulletin board – this also included the dates of the 2004 and 2005 conference for easy reference – you will get asked about these.  To set up for the meeting you need to be there between 9-9:30 (this includes time to set up meeting room if needed, or to set up morning refreshments.)  You are not responsible for taking meeting minutes (this is the Secretary’s job – Connie Keller), but you may be asked to take some notes and assist Connie with identifying people in the room.  You also need to bring the tent cards with names – you may need to make some for the meeting if RSVPs indicate other people attending – check your RSVP list with the tent cards and make changes or corrections.  A tent card mail merge document is located at c:/ncla/word documents/Executive Board/NAME TENTS.doc  Also make sure you have the gavel and gavel pad for Pauletta (President).  If a new copy of North Carolina Libraries has just come out – i.e. this usually is at the April Meeting – try to take a few cases with you (2) to hand out copies and offer board members to take them back to their libraries.  At the end of the meeting, you are responsible for helping to clean up – collect all the tent cards and other supplies.  Always make sure the local people have all the help they need to clean up an extra lunch – if there are extra boxed lunches take them with you or give them to board members – buffet lunch items can be taken or given to the library/location for their break room (always a nice thanks for the use of the space).

A. Catering – Meeting last all day – starting at 10 a.m. and ending sometime between 2 – 3 p.m.  You will need to work with the meeting location to arrange for lunch – this can be boxed lunches where attending board members make a choice from a list of options, or a sandwich/salad buffet meal.  Note:  There are several vegetarians in the group, so make sure there is a veggie option for boxed lunches and enough veggie choices in a buffet.  To find a caterer, I either contact someone at the location of the meeting for a recommendation or search the Internet for options.  With box lunches it is nice to have email contact with the caterer, so that you can email the choices from the RSVPs.  For boxed lunches, always order 1-2 extra for those who never RSVP and show up anyway.  Try to keep the cost per person under $10.  You will also need to make arrangements for something to eat and drink in the morning.  Check with the meeting location on the availability of coffee – see if someone there will have coffee ready for the meeting.  There are some coffee supplies in the file box on top of the steel cabinet.  You will also need to provide bottled water, possibly juice and something to eat (Krispy Kremes, or other options).

B. Agenda – you are responsible for updating the agenda and sending a copy to Bao (webmaster) for posting.  Pauletta and other chairs may contact you about items they want added to the Agenda.  When a section/roundtable adds a new agenda item add that to the bottom under NEW BUSINESS and remove them from the regular section/roundtable reports.

C. Meeting Announcements:

i. The NCLA Bylaws require notification of board meetings be sent at least 30 days in advance of the scheduled meeting.  Use the NCLA Board Yahoo Group to send these emails.  Login at Yahoo – under Groups as NCLAONLINE, Password: library.  Go to the Board group page and ask to post a message.  You are one of the managers of this list, so any postings and updates to emails etc. will need to be done through you.  Explore the group to see how these are done.

ii. For the meeting announcement, I usually typed it out in Word first and then copied and pasted it into the message screen in Yahoo Groups.  In this first message you need to give the date, time and place of the meeting, also include directions or a link to directions, including the address of the location.  Also check on parking requirements and let people know if they need to plan to pay for parking.  If you are ordering boxed lunches (individual lunches) include the options in this first email and provide a date as the deadline for ordering their lunch (I usually said the Monday or Tuesday before the meeting or at least a day before the last date for changes with the caterer.)

iii. In Word, find file c:/ncla/word documents/Executive Board/071604NCLA Board Meeting List.doc which is a list of board members – you may need to update it for the current meeting location and delete any lunch orders or other attendance indications.  Print the list and attach it to a file folder.  Use this over the next month to record RSVPs and lunch orders.

iv. A second notice (reminder) should be sent to those you have not heard from – emails for the entire board are located at c:/ncla/word documents/Executive Board/04-05BexecBoardEmailList.doc and can be edited for those who have not RSVP’d (do not save the file as it will erase those emails you deleted) Copy and paste the edited list for those who have not responded and paste it in the regular email account.  Do this again for a final notice the Friday before the meeting – it is important to stress, especially when you are ordering individual boxed lunches.  Create folder in the email system for the meeting responses – you may need to check back on these before or shortly after the meeting for any information or responses from board members.  Once you are two meetings from the date of folder, you can delete it and all responses – you may want to keep catering information or location information emails though and moves them to another folder.

D. Membership Report – about a week before the meeting from Word c:/ncla/word documents/Executive Board/membership chart 070804.doc print out the last membership report.  In the Membership database under queries, open each section/roundtable query and record the total number (listed at the bottom of each query) for each section/roundtable.  Return to Word and update the last report (including the dates), saving it under a new date.  Email the report to Bao to post on the web, and also make copies of the report to take to the meeting.

13. Getting Paid

A. Time Sheet:

v.  – time sheets are due on the 15th of the month and the last day of the month.  The check is usually sent to your home address within 3-4 days after submitting a time sheet.  You will also get a separate check for the 10% benefits payment and you need to decide how to deal with that – either deposit in a retirement account or put towards healthcare insurance – you can not deposit this and spend it as the money has not been taxed.

vi. There is a time sheet in Excel (c:/ncla/word documents/office forms/NCLA Time Sheets.xls) that you can complete and email to Diane Kester (Kester@coe.ecu.edu) on the date due.  The time sheet will calculate the totals, but always check them to make sure they are correct.  You will need to change the name and the dates covered – the sheet goes on a weekly basis from Monday through Sunday – if the pay period is a partial week, only fill in the dates that are covered by this pay period.  I did not save individual copies of time sheets on the computer, but used the file as a template and then printed a copy for my records.  Diane should print a copy for NCLA’s records when she does the check.

B. Travel:

vii.  – You will be required to do some travel outside of the Raleigh area.  I did not keep a record of travel to the bank, Staples or to local meetings in Raleigh or Durham (I live in Durham so the trip was shorter than driving to Raleigh to go to work on a regular day).  I did charge mileage, parking and other expenses for meetings in Winston-Salem, Charlotte, and other locations.  There is a travel form in Word (c:/ncla/word documents/office forms /TRAVEL2.doc), which can be changed with your information and used for any reimbursement you request.  If a meeting location is further than a 3 hour drive one-way, I would request to spend one night, so you are not doing the 6 hours roundtrip in the same day as the meeting.  You will need to get prior approval from Irene or Diane to do an overnight trip.  You will also need to spend at least Tues, Wed, and Thurs nights at the hotel during the conference – these should be covered by the conference contract with the hotel as comp rooms, but check with the hotel and/or conference chair on this.  If you have to pay for these rooms up front, make sure that you get reimbursed at the conference rate (Charlotte is $99 + tax per night).  While at the conference you will also get an allowance for meals – if you attend a luncheon, breakfast or dinner/reception at the conference you will not need to pay for them, and you should not ask for reimbursement for the allowance amount for the meal on the day.

viii. Keep all receipts for hotels, parking and record your mileage – after completing the travel reimbursement form, send a copy to Diane via email and print a copy attaching the receipts – this copy should be kept in the office.  If you want your own copy print another for yourself.

ix. Checks for reimbursement come through the Wachovia online payment center, so check out your mail carefully – they sometimes look like those fake checks you get that require you to buy a service or something – so don’t trash them without opening – NCLA is listed on the check, but it is very small and sometimes easy to miss.  Once you get the first one, you will know what to look for in your mail.

C. Other Reimbursements:  On rare occasions, you may have to pay for something for NCLA out of your own pocket – either supplies or something else (NOT Travel related expenses).  To be reimbursed completed a check order (c:/ncla/word documents/FINANCIES/check order.doc) and send to Diane via email.  Print a copy for the office and attach all receipts.  For the last year, I had access to a credit card that was billed directly to NCLA that I used for expenses, especially for meeting catering and morning snacks (Krispy Kremes are a favorite).  You can check with Irene and Diane about getting a credit card to use.  NCLA is concerned about this use – it took me a year to win their trust as a previous employee did take advantage of a credit card for personal use and stole thousands from the association.  
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