




























































Headquarters Staff - Responsibilities to Committees 
http://www.aallnet.org/committee/head_responsibilities.asp 
 
The following are general responsibilities applicable to all committees. In addition, each 
committee has been assigned a staff liaison.   
 
1. Availability of Resources for Committee Chairs: Headquarters staff will notify each new 

committee chair, at the time of acceptance of appointment to a committee, of the committee 
chair resources (http://www.aallnet.org/committee/chair_responsibilities.asp) available on 
AALLNET. 

 
2. Staff support: Headquarters staff may be available to provide clerical support for special 

committee projects, such as mailings to members of AALL and mass mailings in support of 
Association activities being conducted by committees. The chair should consult in advance 
with the Executive Director about support that may be needed for specific projects. 

 
3. Agenda items and committee reports: All agenda items are sent to the Executive Director 

using the Online Agenda Item Submission form.  Headquarters will collect and assemble 
committee materials for distribution to the Executive Board for agenda consideration by the 
Board. 

 
4. Annual meeting support: Headquarters staff support the work of committees at the Annual 

Meeting by the advance scheduling of meeting space for them, by listing meetings in the 
online Meetings & Events schedule on AALLNET and in the Final Program, and by 
arranging for signage (on request, at committee expense). The Headquarters Staff Office at 
the Annual Meeting can also provide duplicating services and other remote office functions 
on request. 

 
5. Committee News:  Committee News (which was previously published in AALL Spectrum) is 

now available on AALLNET at http://www.aallnet.org/news/ .  Member volunteers serve as 
columnists. Columnists edit submissions from entities and members. The current Committee 
News columnist is listed at http://www.aallnet.org/news/contact.asp . The Committee News 
columnist receives or solicits news submissions from committees. One of your committee 
members should be assigned to submit news items about your committee.  

 
6. "Tickler" service: Headquarters staff will continue to provide a "tickler" service to 

committee chairs, reminding them of deadlines for filing reports, reserving meeting space, 
etc. The following reminders are generally sent to committee chairs each year (rearranged 
into rough chronological order): 

 
  ■ Annual Meeting Mailings (to schedule meetings, etc.) 
  ■ Solicit agenda items for Board Meeting (3 times/year) 

  ■ Solicit budget requests  

  ■ Request for Annual Reports  
 
7. Maintenance of Committee Information: Headquarters staff maintain the information 

on the AALLNET Committees (http://www.aallnet.org/committee/index.asp)page.  
Committees themselves are responsible for their own committee webpages and should 
keep them updated.  Each committee should designate one member as the committee 
webmaster. 


















































