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www.sla.org
2011 DIVISION ANNUAL REPORT
The following questions refer to the activities of your Division during the 2011 Association year.  When the response is in the affirmative and additional details and explanation are requested, briefly provide written information on a separate sheet and attach it to this report form.  Reports must be submitted by 1 December 2011.  Please send samples of any Division brochures or other printed materials. Thank you.

A.
Division Information
1)
Division: ____________________________________________________________________________
2)
Person Submitting the Report: ___________________________________________________________

3)
Do you store your archives? 

(
Yes

(
No
If yes, in what format?


(
Paper

(
Digital

(
Both

4)
Where do you store your paper archives?  __________________________________________________

____________________________________________________________________________________
5)
Where do you store your digital archives?  __________________________________________________

____________________________________________________________________________________
6)
Is there a signed archives agreement?
(
Yes

(
No

B.
Leadership
7)
Does your Division offer any type of leadership training for officers and/or committee chairs beyond the training provided at the Leadership Development Institute or at Leadership Summit?


(
Yes, please explain     




(
No


____________________________________________________________________________________                     




____________________________________________________________________________________


8)
Is your Division having difficulty finding officers?  If yes, please explain what is being done to address this.
(
Yes, please explain     




(
No

____________________________________________________________________________________                     




____________________________________________________________________________________

9) What positions are you having difficulty recruiting?  Leadership positions – Chair, Chair-elect, Secretary and Treasurer?  Other positions?  Please explain.

 ____________________________________________________________________________________                     



      ____________________________________________________________________________________           




             ____________________________________________________________________________________                                                 
10)
Do you have an advisory board?  

(
Yes, please explain     




(
No

____________________________________________________________________________________                     



     
____________________________________________________________________________________                                  



11) Are Committee Chairs part of your Advisory Board?
(
Yes






(
No
12) How many voting members are on your board?  _____________

13) If there are voting members other than Chair, Chair-Elect, Past Chair, Secretary and Treasurer, please list titles of other voting members.

____________________________________________________________________________________                     



     
____________________________________________________________________________________                                  
14) What committees do you have, and how many people participate in each?

	List committee names as reported to SLA for inclusion on the web site
	Number of chairs/co-chairs
	Number of committee members other than chair

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


15) Does your nominating committee recruit members to fill just your leadership positions or do they recruit for other positions as well (Committee Chairs, Committee Members, etc.)?
____________________________________________________________________________________                     



     
____________________________________________________________________________________                                  
                         ____________________________________________________________________________________                     



     
____________________________________________________________________________________    
16) Are there ways SLA HQ can assist you with leader recruitment?  

(
Yes, please explain     




(
No

____________________________________________________________________________________                     



     
____________________________________________________________________________________                                                        
C. Strategic Planning

17)
Does your Division have a policy and procedures manual?


(
Yes     






(
No


If yes, when was it last revised (date)?  ____________________
18)
When was the last time your division updated its scope note?  (A scope note describes the subjects constituting the Division’s interest, mentioning any other specific features which characterize those subjects, e.g., what specific aspects of those features are of interest to the Division. Scope notes should be concisely expressed in one or two sentences.)
· Within the last two years

· 3-5 years ago
· More than 5 years ago
19) Do you think your scope note needs to be updated? Why?

(
Yes, why     




(
No, why
____________________________________________________________________________________                     



     
____________________________________________________________________________________                                                        
20)
Does your Division have a strategic plan?

(
Yes, Date of last revision? _____________
(
No

21)
How often does your Division conduct a Membership Needs survey? _____________________________
22)
Does your Division have any liaisons with any other information-related groups?


(
Yes, please explain     



(
No

____________________________________________________________________________________                     



     
____________________________________________________________________________________                                                        
D.
Finance
23)
Does your Division have a budget?

(
Yes (Please submit to HQ)   


(
No

24)
Does your Treasurer share financial information with your Board?



(
Yes, how often? __________________

(
No

25) Does your Division have sufficient funds to produce at least one conference program (beyond the required Annual Business Meeting) for the Annual Conference?

(
Yes





(
No

26)
Does your Division support the travel expenses for your leaders at Leadership Summit and Annual Conference?


(
Yes





(
No


If yes, how much do you budget for each of these expenses?

Leadership Summit
____________
       


Annual Conference
____________
27)
Which members of your Division Leadership get division funding to attend the Leadership Summit and/or 


the Annual Conference and how much do they receive?

	Leadership Position
	Summit $ Amounts
	Annual Conference $ Amounts
	Yearly $ Amounts

	Chair
	
	
	

	Chair-Elect
	
	
	

	Secretary
	
	
	

	Treasurer
	
	
	

	Past-Chair
	
	
	

	Professional Development Chair or Committee members
	
	
	

	Program Chair or Committee members
	
	
	

	Other Division Leader(s)
	
	
	


E. Fundraising
28) How does your Division organize and monitor its fundraising effort for annual conference?

· One person.

· Two persons.
· Committee of three or more.
29) What methods do you use to fundraise?

· Contact previous vendor supporters.
· Approach new vendors.
· Network at the Info-Expo for leads.
· Cold calls.
· Email campaigns.
· Other solicitations; please explain.
____________________________________________________________________________________                     



     
____________________________________________________________________________________      
____________________________________________________________________________________                     



     
____________________________________________________________________________________      
30) Are you able to raise enough funds to support all your conference programs?      
(
Yes





(
No, please explain     

____________________________________________________________________________________                     



     
____________________________________________________________________________________        
31)         How do you share conference expenses with other Divisions? 
· Fifty/fifty?

· Split after sponsorships are taken into account?
· Negotiated case by case?
· Other? Please explain.  
  ____________________________________________________________________________________                     



     
____________________________________________________________________________________        
F.
Communications
32)
Does your Division produce any publications?

	Type of Publication
	Yes
	No
	How Often?

(Annual, monthly, quarterly, etc.)

	Brochure?
	
	
	

	Geared toward bosses?
	
	
	

	Prospective members?
	
	
	

	Sponsors/vendors?
	
	
	

	Newsletter/Bulletin?
	
	
	

	Print version?
	
	
	

	Online version?
	
	
	

	Both print and online?
	
	
	

	Blog or wiki version?
	
	
	

	Membership Directory?
	
	
	

	Print version?
	
	
	

	Online version?
	
	
	

	Both print and online?
	
	
	

	Blog or wiki version?
	
	
	

	Other publication? What?
	
	
	


33)
Who has access to your listserv/discussion group? 
(
Members only

(
Members and Non-members

(
Other (please specify): ___________________________________________________________

34) Does your Division allow job opportunity postings on your listserv/discussion group?  
(
Yes





(
No 
If yes, who is permitted to submit the job posting(s)? 
(
Members only

(
Members and Non-members

(
Other (please specify): ___________________________________________________________
35)
Does your Division provide a job posting service, separate from you listserv?

(
Yes





(
No 
If yes, is there a charge to employers for posting a job?  

(
Yes; how much ($)? _____________________________________________________________

(
No                     
36)
If your Division does provide a job posting service separate from listserv, who has access to the job posting?  

(
Members only

(
Members and Non-members

(
Other (please specify): ___________________________________________________________
37)
Is your Division utilizing any of the following web-based technologies (blog, wiki, WebEx, Skype, etc.) to assist in your communications efforts?  Please check all that apply.

	Technology
	Use
	Plan To Use
	Working Well
	Will Continue To Use
	Will Drop Use

	Wikis
	
	
	
	
	

	Blogs
	
	
	
	
	

	Second Life
	
	
	
	
	

	MySpace
	
	
	
	
	

	Facebook
	
	
	
	
	

	LinkedIn
	
	
	
	
	

	Plaxo
	
	
	
	
	

	YouTube
	
	
	
	
	

	Twitter
	
	
	
	
	

	Chat Software
	
	
	
	
	

	Web conferencing
	
	
	
	
	

	Skype
	
	
	
	
	

	Other?
	
	
	
	
	


38)
If you are planning to discontinue the use of any of these technologies, please explain why.

____________________________________________________________________________________                     

     ____________________________________________________________________________________   
39)
Please provide examples/links showing your successful use of any of these tools.

____________________________________________________________________________________                     

     ____________________________________________________________________________________   
G.
Programs
40) How many conference programs did your Division sponsor/co-sponsor at this year’s annual meeting? Please enumerate briefly.
____________________________________________________________________________________                     

     ____________________________________________________________________________________   
41) In addition to annual conference programming, please list any other programs and meetings your division has sponsored or co-sponsored during this year.


_____________________________________

______________________________________


_____________________________________

______________________________________


_____________________________________

______________________________________

42)
Using your best estimation, what percentage of your members attends meetings or programs at the Annual Conference?


( Less than 20%    ( 20%-40%    ( 41%-60%    ( 61%-80%    ( 81%-90%    ( More than 90%

Has this percentage increased or decreased from last year?


(  Increased _____%
     (  Decreased _____%
(   No change
43)
If you have meetings outside of the Annual Conference, approximately what percentage of your members attends these meetings?

( Less than 20%    ( 20%-40%    ( 41%-60%    ( 61%-80%    ( 81%-90%    ( More than 90%


Has this percentage increased or decreased from last year?


(  Increased _____%
     (  Decreased _____%
(   No change

44)
If your Division has sections or subunits, has each group produced a program at the Annual Conference?

(
Yes, please list and provide a description    
(
No

____________________________________________________________________________________                     

     ____________________________________________________________________________________   
H.
Membership
45)
Has your Divisional membership count decreased over the last year?

(
Yes





(
No 
46)
What is your latest membership count? ________________

47)
Do you anticipate growth or loss of members in the coming year?  Please explain.

____________________________________________________________________________________                     

     ____________________________________________________________________________________   

____________________________________________________________________________________
48)
Does your Division have a membership committee?

(
Yes     





(
No

49)
Does your Division have a membership recruitment plan?


(
Yes, please explain    



(
No



     ____________________________________________________________________________________   

____________________________________________________________________________________


____________________________________________________________________________________


50)
Does your Division produce a recruitment brochure to attract new members?

(
Yes     





(
No

51)
Does your Division follow-up on lapsed members?


(
Yes, please explain     



(
No

____________________________________________________________________________________   

____________________________________________________________________________________


____________________________________________________________________________________                     

52)
Does your Division have a new member reception or similar function?


(
Yes, please explain     



(
No

____________________________________________________________________________________   

____________________________________________________________________________________


____________________________________________________________________________________                                            
53)
Does your Division send "welcome packets" or similar information to new members?


(
Yes, please explain     



(
No

____________________________________________________________________________________   

____________________________________________________________________________________


____________________________________________________________________________________                                            
54)
Does your Division have a program targeted toward increasing student membership/participation?


(
Yes, please explain     



(
No

____________________________________________________________________________________   

____________________________________________________________________________________


____________________________________________________________________________________                                            
55)
Does your Division have a mentoring program?


(
Yes, please explain     



(
No

____________________________________________________________________________________   

____________________________________________________________________________________


____________________________________________________________________________________                                            
56)
Does your Division sponsor students or members from developing countries, or provide any scholarships, stipends, or other sources of financial aid for non-board members to attend the Annual Conference?  
(
Yes, please enumerate the level of support that is given

(
No
____________________________________________________________________________________   

____________________________________________________________________________________


____________________________________________________________________________________                                            
57)
Does your Division bestow any awards/honors upon your members?


(
Yes, please explain     



(
No

____________________________________________________________________________________   

____________________________________________________________________________________


____________________________________________________________________________________                                            
58) 
What other innovative programs (not covered previously) are you conducting?

____________________________________________________________________________________   

____________________________________________________________________________________


____________________________________________________________________________________                                            
59)
Please add any additional comments here (if clarifying a specific answer please reference the question number).
____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

If submitting via e-mail, please mail all attachments you were not able to submit via e-mail to the address below.
Please keep a copy of this report in your division's file. Please submit report with all attachments by 1 December 2011 to:
International Headquarters

Special Libraries Association

331 South Patrick Street 

Alexandria, VA 22314-3501 USA  

Fax: + 1.703.647.4901 

E-mail: leadership@sla.org






