OPERATING AND PROCEDURE MANUAL

International Papers Committee
Founded in 1999

The Committee encourages the scholarly exchange of ideas on library issues between U.S. librarians and their colleagues from other countries; to develop a venue that fosters discussion and the exchange of opinion; to disseminate a global view of the library profession that will enrich and broaden the views of U.S. librarians; and to encourage our foreign colleagues to learn more about our professional associations and concerns.
Membership and membership duties

· Chair

Appointed for two years with the option of one two-year renewal as specified in IRRT Article VIII, Section (1) of the Bylaws.

Chair responsibilities

· In conjunction with ALA International Relations Office issues call for papers.

· Coordinates and oversees review and selection of international papers session submissions.
· Conducts all the duties of an IRRT Committee Chair

1.
Consults with and advises the IRRT Chair regarding Committee membership.

2.
Corresponds with Committee members and oversees the Committee member assignments.

3. Reports to the IRRT Executive Board at midwinter and annual conferences.

4. Prepares and submits a report following midwinter and annual conferences.

5. Attends the Committee Chair Orientation at midwinter and annual conferences.

6. Provides Committee text and updates for inclusion on the IRRT Website and in International Leads to the editors as appropriate.  

7. Chairs the Committee at midwinter and annual meetings.  Prepares and distributes the agenda in advance.  Sets the time of the meeting during the IRRT All Committee session.

8. If a new Chair, the Chair should communicate with the outgoing Chair to ensure an understanding of the ongoing work of the Committee.

Members
· In addition to the Chair, the Committee consists of 4-6 members.
· Members are appointed by the IRRT Chair-Elect in consultation with the International Papers Sessions Committee Chair and IRRT Executive Board members. 
· Members serve a two-year renewable term.
· Member responsibilities, as assigned to specific members
· Assist in selecting a theme for the annual call for papers.
· Review and evaluate all paper session submissions. 
· Publicize international papers sessions to ALA membership, IRRT membership and through International Leads, the IRRT website and listservs of divisions with International Relation Committees
· Assist in running the international papers session.
Processes that are used

Summary.
· To select a theme for the annual call for papers; papers will be selected at the midwinter meeting for presentation at the annual conference in the following year, i.e., approximately 18 months later.

· To announce and disseminate the call for papers.

· To review and select 4 presenters and 4 alternates from foreign countries who represent a wide diversity of opinions and approaches to the library.

· To promote the international papers session in the conference.

· To refer applicants to other ALA panels when appropriate.

· To evaluate the success of the yearly program.

Processes

· Committee members discuss and select the theme for the upcoming papers session.
· Chair of the committee communicates with the ALA International Relations Office and Chair of the IRRT to issue the call for papers.
· The International Relations Office collects paper submissions and forwards them to the Committee by end of year.

· The Committee reviews and selects paper submissions at the ALA midwinter meeting. Committee members not attending the meeting do their selections by e-mail prior to the midwinter meeting.

· Papers are selected based on quality as well as their focus on the selected theme. As much as possible, a broad range of geographical representation will also be considered. 

· Four presenters and four alternates (ranked) will be selected. 

· The Committee also plans for the next annual international papers session during ALA midwinter.

· After the midwinter meeting, the Committee Chair submits the names of the presenters as well as alternates to the International Relations Office.

· The International Relations Office will prepare and send invitation letters to the candidates and obtain their acceptance letters. 

· After the final presenters are confirmed, the Committee prepares publicity materials and submits it to the IRRT Web master, the International Leads, as well as various library-related listservs. 

· The Chair assigns responsibilities to Committee members regarding the international papers session before ALA Annual Conference.

· The Committee tries to meet with the presenters before the international papers session, possibly at the International Visitors Orientation (Friday evening of ALA Annual).

· The Committee runs the international papers session and evaluate the success of the program afterwards.

Timeline for Action/Calendar

 (Note: If a date below falls on a weekend, the next business day will be used.)

August 

· Add new committee members if necessary. 

· Finalize the theme for the next program (discussed at the ALA Annual).

· Communicate with the ALA International Relations Office and Chair of the IRRT to issue the call for papers.

September 1 -- Call for papers posted on the IRRT Website; also distribute the call via appropriate discussion lists including listservs of divisions with International Relations Committees.
November to mid-December – Deadline for paper submission.

Before ALA Midwinter – Distribute proposals to Committee members for review. Chair seeks input from committee members who are not attending the ALA midwinter.

January/February (ALA Midwinter) 

· Review and select proposals. 

· Submit names of presenters and alternates to the International Relations Office after the meeting. 

· Submit meeting minutes to IRRT Executive Board.

February 1 -- Final notification of selected papers announced.

February 15 – Letters of invitation sent by the International Relations Office to the presenters; letters of acceptance received soon after. 

March – Confirm with the International Relations Office regarding the final presenters.

April – Prepare promotional texts for the international papers session and submit it to the editor of the International Leads <http://www.ala.org/ala/irrt/intlleads/international.htm>  

May – Prepare a program flyer and distribute it via various library-related discussion lists.

Before ALA Annual – Distribute a reminder to discussion lists about the program.

June/July (ALA Annual) 

· At the Committee meeting, discuss the theme for the next program.

· Try to meet the presenters at the International Visitors Orientation.

· Run the international papers session.

After ALA Annual -- Submit meeting minutes as well as committee report to the IRRT Executive Board.
Relation to the IRO office (who does what)

* In cooperation with the Chairs of the International Relations Round Table (IRRT) as well as the International Papers Committee (IPC), issues the call for papers for the session.

* Collects paper submissions and forwards them to the International Papers Committee for review by end of year.

* Upon receipt of the names of speakers and alternates from the Chair of the IPC after ALA Midwinter, prepares and sends invitation letters to the candidates and obtain their acceptance letters. If some of the speakers are unable to attend ALA, invite the highest ranked alternates. 

* Arranges the time and location of the International Papers Session.

*  Assists presenters of papers, as possible and appropriate, to obtain visas through letters of invitation and other means.

Forms that are used

Forms used:  None so far.
