
GENERAL CHARGES AND RESPONSIBILITIES

The following are the general charges and responsibilities of the officers and appointed members of the executive board of NMIRA:

STATE EXECUTIVE BOARD

Components


The New Mexico State Council Executive Board will be comprised of all state officers, State Coordinator, Regional Facilitators, State Director of Membership Development, State Conference Consultant, Editor of the New Mexico Journal of Reading, all local council Presidents and Vice Presidents, and standing committee chairpersons. The local Directors of Membership Development and the Regional Facilitators are non-voting members of the board. In the event a local council president or vice president cannot attend an Executive Board meeting, that person may delegate voting privileges to a designated representative.

Major Responsibilities

•
to approve the budget and calendar prepared at the Officers Retreat

•
to determine by laws changes to be presented to Delegates Assembly for passage

•
to approve state positions from selection committee recommendations

(see NMIRA By Laws for more detailed information)

Appointment Responsibilities


The State Coordinator is selected by the state council following IRA guidelines and then appointed by IRA. The State Executive Board appoints the Editor of the New Mexico Journal of Reading, Director of Membership, Regional Facilitators, and NMIRA Conference Consultant. 


The selection process of these positions should be made through an application procedure, reviewed by a designated selection committee, and results submitted to the Executive Board for approval at the Spring Board meeting. The committee should be composed of Past NMIRA President, current President, Coordinator, a local council president, and an NMIRA member appointed by the current NMIRA president.


Meetings


The NMIRA Executive Board will have at least four scheduled meetings per year: fall, winter, spring, and summer. .


The annual Leadership Workshop for the Executive Board shall be conducted by the State Council President and the State Coordinator prior to the fall Executive Board meeting. Each local council shall send its President, Vice-President, and Membership Director or their representatives. 

(see NMIRA Annual Meetings for more detailed information)

STATE OFFICERS


Announcement of newly elected state officers shall be made at the winter Executive Board meeting. New officers will be installed at the spring Executive Board meeting. 


Each summer or fall prior to the fall Executive Board meeting, all state officers, Director of Membership Development, State Conference Consultant, State Coordinator, and Regional Facilitators will meet for an Officers' Retreat. Others may be asked to attend if their presence contributes to work being conducted.

PRESIDENT

The President shall:

1
report officers and committee chairpersons at www.reading.org 

2
act as the executive officer of the council, preside at all meetings of the council, act as chairperson of the Executive Board

3
exercise general leadership and supervision over the affairs of the council, implementing its purposes.

4
notify all local councils of the date, time, and place of all general meetings at least two weeks before Executive Board, Delegates Assembly and Leadership Training meetings

5
collaborate with the State Coordinator to plan and implement the Leadership Training

6
collaborate with the State Coordinator to plan and implement the Officers’ Retreat

7
attend IRA Leadership Training

8
attend IRA Convention to represent NMIRA at Awards Ceremony

PRESIDENT-ELECT

The President-Elect shall perform the following duties:

1
serve as an ex officio member of the Executive Board

2    attend Officers’ Retreat

3
attend IRA Leadership Training

4
attend IRA Convention as NMIRA Voting Delegate

5 
serve as chairperson of the program committee

VICE-PRESIDENT

The Vice President shall perform the following duties:

1
serve as a member of the Executive Board

2
serve as chairperson of the bylaws committee

3
be responsible for preparing the state procedure’s manual

4
attend Officers’ Retreat

5    circulate proposed amendments to each council at least thirty days in advance of the meeting at which the amendments are to be voted upon.

SECRETARY

The Recording Secretary shall perform the following duties: 

1
serve as a member of the Executive Board

2
execute the duties essential to the recording of all business and happenings at all general meetings of the Executive Board 

3
keep a permanent book of the minutes at all meetings 

4
provide a copy of the minutes within one month to the president and to the webmaster to post on NMIRA’s website

5
cooperate fully with the incoming officer by turning over current records by June 1 after having distributed the minutes of the Spring Executive Board meeting

6
attend Officers’ Retreat 

IMMEDIATE PAST PRESIDENT

The Immediate Past President shall perform the following duties: 

1
serve as a member of the Executive Board

2
serve as chairperson of the Nominations Committee 

3
serve as chairperson of the Council Mini-grant Committee 

4
act as a resource, mentor, and advisor to the President

5
attend Officers’ Retreat 

 DIRECTOR OF  MEMBERSHIP DEVELOPMENT 

The Director of Membership Development (DMD) chairs the state membership committee which is comprised of membership chairs from all local councils and special interest councils. The DMD serves on the board and is responsible for membership retention and promotion.

· Attend the IRA leadership workshop at the invitation of the Professional development Associate or if selected and sponsored by the state council.

· Prepare a display to promote the state council for display at IRA leadership workshop, and all NMIRA board meetings.

· Develop and order image brochures promoting membership in NMIRA.

· Provide NMIRA membership forms for local and special interest group membership chairs.

· Work with the state treasurer (Membership Records Manager) to coordinate IRA membership numbers with NMIRA members.

· Provide IRA membership numbers to local membership chairs.

· Outline my duties and review the duties of each local and special interest council’s membership chair at the NMIRA leadership training.

· Provide membership promotion ideas to local council membership chairs at the NMIRA leadership training.

· Attend NMIRA Board meetings. Present a written report at each meeting. 

· Prepare a membership promotion table or booth for each NMIRA state conference.

· Periodically contact local council membership chairs to offer assistance when needed.

· Present the President’s Cup to each local council with an increase in international membership at the spring Executive Board Meeting.

· Present the Roadrunner Award to each local council with an increase in state membership.

The State Director of Membership is appointed by with the approval of the State Executive Board. 

MEMBERSHIP RECORDS MANAGER/TREASURER 


Each council shall submit a membership roster of paid state members to the State Membership Records Manager (Treasurer). They must use the electronic submission unless special arrangements are made with the Treasurer.


This list shall indicate those state members who are also International members by giving their IRA numbers and expiration date. The first list must be sent by September 20 accompanied with a check for the total amount—$12.00 per local/state member made out to NMIRA. 


As a council acquires new members, these names must be submitted to the Membership Records Manager (Treasurer) by the 20th of each month. State dues for each new member must accompany this roster. A member may join the local council of his/her choice.

            Members living in an area no longer served by a local council may become members of New Mexico Reading Educators Council.


Council membership received after March 20 shall be submitted at the first reporting date of the following school year.



The Membership Records Manager (Treasurer) shall present a financial report at each Executive Board meeting that shows the status of all line item expenditures.


At the Officers' Retreat, the Membership Records Manager (Treasurer) will present for group discussion a tentative budget for the year for group discussion. He/she will then work with the state officers to finalize the annual budget to be presented for approval at the summer Executive Board meeting.


An annual financial review of the state treasurer's books shall be conducted prior to September 1.


The Membership Records Manager (Treasurer) will be responsible for maintaining a current membership roster.

PARLIAMENTARIAN


The parliamentarian will be appointed by the NMIRA President. The parliamentarian shall attend and assist at all board meetings and Delegate Assembly. The Parliamentarian will carry out the following charges:

1.
Robert's Rules of Order will be used at all meetings.

2.
Officers and Committee Chairs reports will be reproduced and compiled for distribution to those attending each meeting. Each Officer and Committee Chair will submit a copy of his or her report to the Parliamentarian at least three (3) weeks prior to the meeting.

CONFERENCE CONSULTANT


The duties and responsibilities of this position are as follows:

1. Serve in the capacity of a consultant and provide expert and professional advice to conference 

chairpersons in the planning, implementing, and executing procedures of state and regional conferences.

2.  Establish communications with the NMIRA Conference Coordinator and offer assistance and

   support for future conferences.


3. Provide conference chairperson with materials, notebooks, and collections of articles from

        previous conferences.

4.
Attend conference planning meetings.

5.
Offer suggestions and advice at planning meetings.

6.
Attend conference, assist with arrangements as requested and provide on-site guidance.

7.
Request chairperson to provide a full report to the Executive Board and the Conference Consultant after the conclusion of the conference.

8.
Request chairperson to contribute copies of budget, forms, reports, and programs to the Conference Consultant to be filed and used for future conference planning.  Conference documents should be transferred to the Consultant for storage.

9.
Assist with the preparation of the regional conference proposal.

10. Serve as a representative of the NMIRA Executive Board on the regional conference planning

   committee and assume responsibilities as needed.

11.
 Receive copies of final regional conference report.

12.
 Should form a collaboration with conference chairperson to bring about a successful conference.

13. Should report unresolved problems or difficulties in conference planning to the state president or

 coordinator for consideration.

CONFERENCE COORDINATOR


The duties and responsibilities of this position are as follows:

1. Serve in the capacity of a consultant and provide expert and professional advice to other state 

committee chairpersons on the planning, implementing, and executing procedures of state 

conferences.

2. Provide or share state conference committee chairpersons materials and other resources 

from other conferences and/or materials that pertains to the yearly conferences.  These items

        will be resources that can be used by the local conference chairpersons.

3. Call and attend state conference committee planning meetings.

4. Offer suggestions and advice at planning meetings.

5. Attend other state or regional conferences and assist with arrangements as requested.

6. Requests state committee chairpersons to provide a full report to the State Conference Committee, which will then intern report to the Executive Board after the conclusion of the conference.

7. Request chairp0ersons to contribute copies of budget, forms, reports, and programs to the state conference committee to be filed for future conference planning.  Conference documents should be transferred to storage of the NMIRA materials.

8. Serve as a representative of the NMIRA Executive Board.

9. Assist with the preparation of the regional conference proposal.

10. Serve as a representative of the NMIRA Executive Board on the regional conference planning committee and assume responsibilities as needed.

11. Receive copies of final regional conference reports.

12. Should form collaboration with other conference chairpersons to bring about successful conferences.

13. Should report unresolved problems or difficulties in conference planning to the state president or state coordinator for consideration.

14.   is jointly responsible with the chairperson to the Executive Board for the planning, implementing, and executing of all state and regional  conferences.

Selection of Conference Coordinator

1.
Should be appointed by the NMIRA Executive Board.

2.
The selection process should be made through the application procedure, reviewed by a designated selection committee and results submitted to the Executive Board for approval.  (Committee to be composed of Past President, current President, Coordinator, a local council president and one NMIRA member appointed by the current NMIRA president).  

3.
The appointment of the Conference Consultant should be in effect for three years or undetermined period of time.  Multiple terms are possible.

STATE COORDINATOR

As designated by IRA Headquarters, the Coordinator will:

•
maintain accurate records of chartered councils within the state, i.e., names of councils, their boundaries, and all officers’ names and addresses.  Report to IRA Headquarters the names and addresses of all local and state officers by May 1.

•
Support the state, special interest, and local councils in the performance of their duties.  Keep councils active, calling upon the PDA for assistance.  Arrange an annual leadership workshop for all local and state officers and committee chairpersons.

ª
Promote the organization of additional councils.  Report to IRA Headquarters the names and addresses of anyone who should receive an organizational packet of materials.

•
Maintain continuity and stability in the state by arranging a workable system of communication among all councils.

•
Arrange an annual leadership workshop for all local and state officers and committee chairpersons.

•
Attend the regional leadership workshop for council leaders.

Selection of State Conference Coordinator

1.
Should be appointed by the NMIRA Executive Board following IRA guidelines and then appointed by IRA.

2.
The selection process should be made through the application procedure, reviewed by a designated selection committee and results submitted to the Executive Board for approval.  (Committee to be composed of Past President, current President, a local council president and one NMIRA member appointed by the current NMIRA president).  

3.
The appointment of the Coordinator should be in effect for three years.

As determined by NMIRA, the Coordinator will:

•
Attend IRA Leadership Seminar

•
Attend IRA Annual Convention

•
Collaborate with current President in the planning and implementation of NMIRA Leadership meeting.

•
Collaborate with current President in the planning and implementation of NMIRA Executive Board meetings.

•
Maintain and distribute Zia Award. 

•
Collaborate with the Publicity Committee to produce the state newsletter.

What the Coordinator Can Do For Local Councils:

•
Attend council meetings and special programs.

•
Provide Professional Development on the topics within her area of expertise.

•
Provide certificates and embossed seals for local council officers and committee chairs.

•
Check out videos and other IRA materials for local council use.

•
Assist with Honor Council and Zia Award documentation.

•
Serve as a resource for local and state council program planning, problem solving, and other concerns related to IRA.

REGIONAL FACILITATORS


Six Facilitators, two from each of the three regions of the state council, based on recommendations of the local councils,  shall be appointed by the State Coordinator with the approval of the State Executive Board. The Facilitators shall maintain communication and oversee cooperative projects with the local councils in their regions. The term of the appointments of the Facilitators shall be three (3) years.

All Regional Facilitators must:

1.
be members of IRA, NMIRA, and a local council.

2.
be able to carry out the duties of the position

3.
be willing to serve at least a three year term. It is recommended that the Regional Facilitator should have been a state or local council president.

Specific Duties:

1.
maintain records of councils in their region: council names, member, boundaries, and names of officers

2.
attend local council meetings when possible

3.
maintain communication with each local council in service area

4.
maintain an awareness of local council membership and collaborate with State Membership Director.

5.
maintain an awareness of opportunities and benefits of NMIRA

6.
assist councils within area when needed by: 

a)
suggesting speakers 

b)
helping plan programs or projects (e.g. mini-conference) 

c)
offering suggestions and encouragement in fulfilling various requirements (e.g. ZIA, Honors Council, Literacy, etc.) 

d)
overseeing the cooperative projects undertaken by councils

7.
attend Executive Board meetings. Leadership Workshop, and Officers' Retreat of the NMIRA

8.
work with the State Coordinator to: 

a)
promote the organization of local reading councils 

b)
establish new councils when the need arises 

c)
reorganize local council when need arises

d)
plan State Leadership activities

e)
assist Local councils in completing officer report forms 

f)
serve in any other capacity if so requested.

9.
assist at membership booth at State Conference

10.  Assist councils in maintaining a good standing status. 

11.
turn over to his/her successor all records, correspondence, and books within fifteen (15) days of retirement from office. 

12.
will serve on the Publicity Committee

PUBLICATIONS 

Directory and Procedures Manual


The Vice President will prepare the State Directory and Procedures Manual to be distributed at Leadership meeting. 

State Newsletter


A Publicity Committee will be made up of: State Coordinator, Publicity Chairperson, and Regional Facilitators. A newsletter will be issued to members periodically during the year alternate to the distribution of the JOURNAL OF READING. 

NEW MEXICO JOURNAL OF READING

Finances 

Six dollars ($6.00) per local/state council member will be set aside for the JOURNAL (depending upon need).

EDITOR OF THE  New Mexico Journal of Reading

•
Be a member of the international and state organizations.

•
Be a member of a local council.

•
Serve as a member of the NMIRA Executive Board.

•
Attend NMRA Executive Board meetings, Officers’ Retreat, and Leadership Conferences.

•
Hold New Mexico Journal of Reading Board meetings at least twice a year.

•
Submit a report to the Executive Board for all meetings.


 
Report should include:



Number of articles received for publication



Number of articles published in the Journal



Information concerning future publications



Problems encountered in publication activities



Suggestions for improving the Journal or any of its operations

•
Work cooperatively with the publisher and printer of the Journal.

•
Meet established deadlines for printing.

•
Set up lines of communication with other state reading journal editors

•
WORK WITH MEMBERS OF THE NMJOR BOARD in preparation of the issues of publication and give them assignments for furthering the speed of publishing.

•
Communication with officers, council members and others in a timely fashion;

•
The editor, in cooperation with the state president and the state coordinator, will fill vacancies on the editorial board. 

      
or  The board and the editor will select the new member with input form the Executive Board.

The Editor of the New Mexico Journal of Reading is appointed by approval of the State Executive Board. 

Editorial Board 

•
The New Mexico Journal of Reading shall be governed by a seven (7) member editorial board comprised of representatives from a university, a high school, a mid-school/junior high, an elementary school, two additional "at large" persons; and the editor.

•
The board members are to be active NMIRA members.

•
The board and the editor will meet at least twice a year to assess the growth and the welfare of the Journal to be reported to the Executive Board.

•
The members will solicit recommendations from the Regionals to fill openings as they occur.

•
The editor, in cooperation with the state president and the state coordinator, will fill vacancies on the editorial board. 

      
or  The board and the editor will select the new member with input form the Executive Board.

The responsibilities of this board shall be: 

· To review manuscripts sent by the editor recommending to publish or not publish; 

· To make minor corrections or to make recommendations to the editor to return manuscripts to have this done by the author, depending on the number of corrections;

· To do these tasks as promptly as possible to assist the editor in the flow of the Journal;

· To review recommendations and select, together with the Executive Board, the proper editor to contribute to the welfare of the Journal; 

· To maintain a constant flow of communication between the editor and the members;

· To recommend to the Executive Board the need to select a new editor as needed.

· To solicit recommendations for editor when the need arises;

· To submit recommendations for an editor to the state Executive Board should a vacancy occur; 

· To make an annual report at the spring Executive Board meeting.;

· To administer and manage the publication of the JOURNAL

Annual subscription rates for non-members: 

$10.00
Libraries inside the USA 

$15.00
Libraries outside of the USA 

$25.00
Commercial package (includes three JOURNAL issues, state director, and mailing list, if requested) 

$25.00
Individuals 

Complimentary Copies. 


Two complimentary copies will be mailed to each of the authors whose material is published in NMJOR. 

Mailing List 


The mailing list for the JOURNAL is taken from the computerized mailing list maintained by the State Treasurer. Members who join NMIRA will receive the Winter, Spring, and Fall issues of the JOURNAL as part of their dues for the year. 

Local councils in good standing will support NMIRA by assuming the following responsibilities:

· Maintain ten (10) or more International members;

· Pay dues to state (by monthly deadlines) from August to February 20th;

· Work cooperatively actively with other local councils within their region to plan, participate in and implement by participating and implementing the state and regional conference(s) activities as designated by conference committee(s);

· Attend two (2) or more executive board meetings and the annual Leadership Workshop;

· Input Submit a list of in-coming officers on-line at www.reading.org form “Report of Council Officers” to the state coordinator by April 1st.

Failure to be in good standing will result in a council’s forfeiture of eligibility to apply for NMIRA funds conference funds--district, state, and regional.

Struggling Councils:

· A struggling council is defined as 

· not meeting guidelines for “good standing”; and/or

· not having sufficient financial resources to meet basic operational obligations; and/or

· are unable to provide community literacy program and projects. 

Councils

· shall request assistance from NMIRA’s Regional Facilitators to develop an action plan for council improvement;

· will maintain council’s treasury funds;

· may apply to NMIRA for a one-time financial assistance up to $400, if the council’s budget and bank statement indicate a need;

· may request NMIRA to place the council into satellite status and will submit their treasury funds to NMIRA’s Developing Council’s Fund, not to be returned upon reinstatement of council status.

Satellite Status:  

Members of councils that have dissolved or members of newly forming councils may become members of New Mexico Reading Educators, since there are no restrictions to geographical boundaries, and educators from any community may belong to this council.  This membership gives them privileges belonging to the state organization.

Groups choosing satellite status so that they can provide their communities with reading/literacy programs/activities without having to meet the requirements of council status may apply for operating budget from NMIRA’s Developing Council’s Fund (not to exceed $400 annually). Under the guidance of the Regional Facilitator the group’s application shall include: a program plan, a timeline, budget, and evaluation.   Satellite groups are invited to all Leadership Development Activities. When the satellite group feels they can meet the requirements of councils in good standing, they may apply for reinstatement of council status or apply to IRA for a council charter. The satellite status may be in effect for no more than three (3) consecutive years. 

COMMITTEES


Staggered committee appointment will be made, when possible, for a two year term. It is the responsibility of the chairperson of each committee to fulfill the general and specific committee charges.

General Charges to Committee Chairs

1.
Select a small committee of members to serve on the committee. Committee members must be members of the New Mexico International Reading Association. 
Send the names of the individual committee members to the State President and the State Coordinator by September 15.  Keep in touch with the State President for needs, questions and advice.

2.
Formulate plans/projects according to the committee charges. 

3.
Unless otherwise indicated, implement and complete committee charges by May 1. 

4.
Recommend changes in the charges of your committee. Submit changes to the State President by April 15. 

5.
Maintain a file for the committee. 

6.
Plan, report, and document all committee expenditures. These are to be kept in the committee file and turned over the President or new committee chair at the end of your term. 

7.
Reimbursement for committee expenditures should be reported on NMIRA Reimbursement Form which can be obtained from the State Treasurer.  Receipts for expenditures must accompany any request for reimbursement. 

8.
Bring file up-to-date for the year. 

9. 
Committee Reports: 

a.
Submit master copy of committee report to parliamentarian two weeks prior to Executive Board meeting and Delegates' Assembly;

b.
Oral reports may be requested when a written report is not required. 

10.
Attend Leadership Workshop, Fall Executive Board meeting, Delegates Assembly, Winter Executive Board Meeting, and Spring Executive Board Meeting, or send an alternate. 

11. When the State President contacts you regarding the Award of Excellence, complete any necessary forms and send copies immediately to the State President and state coordinator.

12. Contact State President for advice and support

GENERAL TIME LINE

	Summer:
	Attend the State Leadership Workshop to support NMIRA and the local councils. Issue guidelines.

	Fall:
	Attend the Fall Executive Board Meeting and give report. If appropriate, mail guidelines to council president.  Prepare a written report and send a copy to the Parliamentarian and State President at least 2 weeks before the meeting. Give an oral report at Board Meeting if recommendations require action.

	Winter:
	Attend Winter Executive Board Meeting/Delegates Assembly.  Prepare a written report and send a copy to the Parliamentarian and State President at least 2 weeks before the meeting. Give oral reports at Board Meeting if recommendations require action.

	Spring:
	Attend the Spring Executive Board Meeting. Prepare final budget.   Prepare a final written report and send a copy to the Parliamentarian and State President at least 2 weeks before the meeting. Give oral report at Board Meeting if recommendations require action. If appropriate, present or arrange for the presentation of committee award at Spring Board Meeting.



