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Dear Division Leaders,

Thank you for volunteering! Without the dedication and supportof Division officers, members, and other Division
volunteers, ATA could not provide the wide range of services and opportunities it currently offers to its members .
You arethe backbone of ATA.

Before you dive head-firstinto Division activities, pleasetakesome time to read this Handbook. It will answer
many questions you may have about ATA’s Divisionsand help you to avoid some rookie mistakes.

Many new Administrators aresurprised atthe extent that Headquarters is involved in Division activities. This is due
to the need to protect ATA’s brandand limitits liability. The staffat Headquarters is a valuableresource. They are
familiarwith proven methods that work and canwarn you away from some that do not. Furthermore, they can
give you guidanceon how to motivate volunteers.

Most important, as you embark on your term as a Division officer, please knowthat you are not alone. The
members of the Divisions Committee and your counterparts in the other Divisions arealwaysthereto help. Just
ask.Chances are they have had similar questionsand concerns.

Once again, thanks for volunteering! We look forward to working with you to ensure that ATA remains an
important resourcefor language professionals.

Regards,
The Divisions Committee
Lebzy Gonzalez (Chair), Paula Arturo, Romina Marazzato Sparano, Daniel Sebesta
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1 Introduction

ATA's 22 Divisions—orprofessional-interestgroups —play animportantroleinthe Association. The services they
typically provideareexplainedin depth in this document, which is intended to provide practi cal guidance on how
Division Administrators and other volunteers run their Divisions,in accordance with the ATA Bylaws and the
Governing Policy for Divisions. This Handbookis updated periodically by ATA’s Divisions Committee, with input
from various board members and Headquarters staff. It explains how Divisions should achieve their missionand
answers common questions. It alsorefers to documents routinely used for Division matters. These canall be
obtained from the Chapter and Division Relations Manager atHeadquarters orin the files section of the Divisions
Administrators’ Groups.io onlineforum.

1.1 The Divisions Committee

As is the casefor many other areas of ATA activity,a committee isinplacetohelp ATA’s Divisionsfunctionand
prosper. The Divisions Committee’s purpose is to help Divisionsthriveas anactiveandintegral partof the
Association. Itfacilitates communication among Division Administrators, ATA Officers, Directors,and
Headquarters. It considers policy and administrativeissues affecting Divisions, makes recommendations, and
provides information to Division Administrators, the ATA Board, and Headquarters.

1.1.1 Membership

The Divisions Committee consists of the Divisions Committee Chair,appointed by the Board, and others invited by
the Committee Chairto serve for a two-year term. The Committee Chair presents them to the ATA President for
approval.Should a vote be required on any matter, the Committee will vote. The ATA Presidentand President-
elect are non-voting ex officio members.

1.2 Communicating with Members

Division Administrators do not have access to databases of contact information or lists of their members. Whileit
seems intuitivethat Division leadership would wantto be ableto contact all Division members directly, there are
several reasons thatcommunication occurs through Headquarters. The primaryreasonis the question of liability:
sinceDivisionsare partof the Association, all communications havethe potential to expose the Association to legal
liability. Therefore, because ATA could be liable for the communications of Division volunteers who are not trained
inthe relevant lawor ATA policies and procedures, all ATA communications and publications (seesection4.4.2.1
for more detail) arereviewed by Headquarters to protect ATA from potential risk. There arealso brand, message,
and other legal considerations (such as ATA’s Antitrust Compliance Policy and the European Union’s General Data
Protection Regulation). Another reasonis technical:the overhead of maintainingtwo membership lists (oneat
Headquarters, and one inthe Division) would beimmense, and would lead to unnecessary duplication of efforts.
Member data changes constantly.

To find people who are members of a given Division, Division leadership may usethe membership directoryto
search forindividual member’s status. This directory can be found at
https://web.atanet.org/membership/membershipdirectory.php. However, the membership directoryis to be
regarded as confidential information. [t may not be duplicated: member names and contactinformation may not
be entered intoany other databaseor kept as alist. The membership directory may not be used for mass
communications.

For the reasons stated above, all broadcastemailsaresentfrom Headquarters.The process works as follows:
Administrators send any proposed text to the Chapter and Division Relations Manager for review, and once the
text has been finalized, Headquarters will send the message. Divisions mayrequestthat Headquarters send email
to their membership when needed. Note that Headquarters carefully monitors the overall volume of email being
sentout anda limitmay be set at any time. This is mostlikelyto occurinthe months immediately preceding the
Annual Conference.


https://web.atanet.org/membership/membershipdirectory.php

2 Division Governance

2.1 Governing Policy for Divisions

The Governing Policy for Divisions cameinto effect in 2011 and applies to all Divisions. This policyisdesigned to
foster new energy andleadto leadership continuityin Divisions. Itreplaced all individual Division bylaws. The
Policyis deliberately limited to essential Division functions to remove any obstacles to the pursuitof innovation. Al
Leadership Council members should be familiar with the Governing Policy for Divisions, whichis availableatthe
ATA website: https://www.atanet.org/member-center/divisions/division-governance/division-governance-policy/.

2.2 Division Officers

Each Divisionis led by an Administrator and an Assistant Administrator. These arethe two elected Division officers.
Per the ATA bylaws, both of them must be (a) members of the Division, and (b) voting members of ATA.

Note that corresponding members of ATA are eligibletoserve as Division officers. Accordingto Articlelll, Section
3-b of the ATA Bylaws, “Corresponding members have all therights and privileges of Active members except the
rightto hold Association officeand to serve on the Board of Directors.” However, the offices of Division
Administrator and Assistant Administrator arenotAssociation offices. Therefore, Corresponding members are
eligibleto serve as Division officers under ATA Bylaws.

Officer duties are enumerated inthe Governing Policy for Divisions. Amore specific listing of the Administrators’
duties follows:

1. To serve as acommunications link between the Division, theBoard, and Headquarters.

2. To oversee all Division activities to ensurethat core services are met.

3. To communicate with members to the extent feasible. This mayincluderegularoroccasionalcolumnsin
the newsletter or blog.

4. To appointLeadership Council members.

5. To call for volunteers to form the Nominating Committee.

6. To conductthe Annual Meeting of the Divisionandto attend the Annual Meeting of Division
Administrators.

7. To review and submitrequests for reimbursement of expenses incurred by individuals on behalf of a
Divisionand honoraria payments to Headquarters.

8. To organizeor delegate other special activities, such asspecial publications.

9. To submita quarterly report to the ATA Board.

Good communication among Division officers, the Board, and Headquarters staffis a key part of Division success.
Administrators should endeavor to copy Assistant Administratorsinall Division correspondence. Officers should
gain experience on Leadership Councils beforeserving,and holdingatleasttwo Leadership Council meetings a
year is a good target. Itis importantto consider the broader Association view when new ideas arise, sincethere
areissues of fairnessand precedent that must be considered;Divisionsarenot autonomous groups but rather are
part of the larger whole. We hope that this Handbook will assistyouin these endeavors.

2.3 Leadership Councils

Inaddition to the two Division officers,a team known as the Leadership Council (LC) completes the core
volunteers, who have assumed responsibility for Division functioningata given time. Leadership Councils will
usually becomposed, at a minimum, of the Administrator and Assistant Administrator, the webmaster, the
newsletter editor, the onlineforum moderator, and a conference coordinator.Some Divisions may find it hel pful
to have larger Leadership Councils, and others may prefer to keep them small or havefewer volunteers. Divisions
may have one person handling more than one role. Each Division Administrator is freeto decide how to set up the
Leadership Council in order to serve members best, but all volunteers ensuring coreservices (seesection 4)should
be invited to join the LC. To form a team, the Administrator may invite people to serve or may send out an open


https://www.atanet.org/member-center/divisions/division-governance/division-governance-policy/

invitation requesting volunteers through the Nominating Committee. Before appointinga council member, the
Administrator must firstverify that the potential council member is anindividual ATA member and Division
member. Members are typicallyinvited to serve for one year and may be re-invited, or not, the next year at the
discretion of the officers.One thing to keep in mind when choosing Leadership Council members is that new
Division Administrators should come from within the Council in order to promote continuity, soall Administrators
should have potential successorsin mind.Inorder to increasethe pool of potential successors,itmay make sense
to give younger Leadership Council members tasks,such as planningtheannual networking event or writing for
the newsletter/blog, that develop their leadership skills and givethem visibility within the Division and ATA. It is
alsodesirabletoinvite pastAdministrators tojoin the Council to provide continuity and advice, whether or not
they are currentlyinvolved in performing a particular Division task.

2.3.1 Public Statements

Council members should be careful not to use their ATA position when making public statements without first
getting permission fromATA through Headquarters.

2.3.2 Leadership Council Meetings

There is no set frequency or requirement for Council meetings. This is an area where Division officers arefree to
establish a method that is effective for their Division.Some Divisions make no attempt to hold teleconference or
other meetings with all present, consideringitto be too difficultlogistically,and handle everything by email.
Others chooseto hold regular meetings usingZoom, GoToMeeting, Skype or similar.Some hold ad hoc meetings as
necessary. Ifyou decide to hold a teleconference, a best practiceis to enforce strictspeakingrules sothat all
Council members have the chanceto participate.Itis soundlegal practiceto not record meetings. Minutes, if
taken, should record decisions made, not who said what.

2.4 Limitation of Terms

Accordingto the Division Governing Policy (85), Administrator and Assistant Administrator shall serve no more
than two consecutive elected terms (in each position). There shall be no term limitation for other Leadership Council
members.

Administrators and Assistant Administrators who have been appointed, for example after the previous
Administrator or Assistant Administrator stepped down, are not considered elected.



Q&A

What is the Leadership Council?

The Leadership Council is a formalization of the group of Division members with individual ATA membership status,
who commonly hold multiplefunctionsina Division. Thesegenerallyinclude newsletter or blog editors, people
who help planevents like conference sessions, offsite events, and the like.ldeally, past Administrators will
continue to serve on the Leadership Council to provide continuity, but the group shouldalsoincludeta lented
newcomers who have greatideas, but need some hands-on experience with the reality of Division operations.

Does the Leadership Council replace the Division Administrator and Assistant Administrator?
No, the Leadership Council exists inaddition to the Division Administrator and Assistant Administrator.Its purpose
is to broaden the give-and-take of information and provide support for the Division and its members.

How is the Leadership Council formed?

Because the Leadership Council is notelected, each Division will havea different “schedule” for forming and re-
forming their council,and there will be some fluidity as members come and go. However, as a rule, officers will
issueannual invitations. There may be bigger shake-ups when Administrators change, but the overall Council
makeup will remainrelatively stable, and this stability will translateinto Division stability. Each Divisionisfreeto
find a schedulethat works for them.

Are there term limits for people on the Leadership Council?

No. Since one of the purposes of the Leadership Council is to ensure long-term stability, there are no term limits
for Leadership Council members. Some Administrators mayform a new Leadership Council every year, while
others may keep the same core group of volunteers for the duration of their terms. Leadership Council members
who for whatever reason cannotcomplete their term areasked to send a courtesy email informing the
Administrator and the Chapter and Division Relations Manager of their resignation from the LC.

Do people have to be nominated to join the Leadership Council?

The members of the Leadership Council areinvited to serve by the Administrator. There are no nominations and
no elections becausethe Administrator has already been elected. A wise Administrator will build a balanced
council of people who arecurrently serving, pastleadership andfresh talent and should certainly consider
suggestions as to whom to appoint. The Administrator canalsoturnto the Nominating Committee to issuea call
for Leadership Council volunteers.

Do people have to be voting members of ATA to join the Leadership Council?

Members of the Council do not have to be voting members. However, ifthey expect to move up the ranks to an
Administrator position, they will need to become voting members of the Association through certification or active
membership review.

Do people have to be certified to join the Leadership Council?
No. Not all Divisions arelanguagerelated, and not all languages havecertification.In addition,a member of ATA
canbecome avoting member through active membership review as well as through certification.

How should we handle problems with volunteers?

One of the common difficulties of Division workis problems with volunteers. They may over-identify with the
Divisionand tend to resistanysuggestions to change the way things aredone. They may overwork and wear
themselves out for a good cause.They may find their personal lives complicating their volunteer work, and be slow
or very late inansweringemail or telephone calls. They may volunteer for a task that ends up being beyond their
ability.



Every Administrator will havea different leadership style,and will haveto judge how to handleeach caseon an
individual basis. However, itis importantto take a compassionateapproachto such problems and to remember
that as the Administrator you arerepresenting ATA inyour communications. All volunteer work is a gift to the
Association andthe profession. Performance can be encouraged but not demanded. As Division officers or
volunteers, you may need to take actionto address a problemarea, but this should be done with sensitivityand
understanding. For Leadership Council members, sincethe invitationis annual, the Administrator cansimply
choose not to re-invitethat personto be part of the team the next year. Contact the Divisions Committee Chair or
the Chapter and Division Relations Manager for adviceifyou find yourselfin a difficultsituation.



3 Relations with the ATA Board and Headquarters

3.1 Board Support and Oversight

The ATA Board enthusiastically supports the Divisions and takes great interest in Division activities. In order to
keep the lines of communication open and bi-directional, the ATA President and President-Elect typically sitonthe
Divisions Committee. Division Administrators will beinvited to prepare a Report for the Boardinadvanceof each
Board meeting (held four times a year), so that the Board canensure that core services (see section4) are being
provided. Reports should givean overview of any key activities or changes sincethe previous report. Some
Divisions may find it useful to trackthe number of volunteer hours that Leadership Council members have spent
on Division activities. Atemplate for a Board Report is availableupon request from the Chapter and Division
Relations Manager.In order to facilitate communication, some Administrators find it useful to reach out to
individual Board Members or invitea Board Member to jointheir Leadership Council.This is especially valuableif
the Divisionis planningactivities thatwill requirethe Board’s input.

3.2 Headquarters Staff

The chief contactat Headquarters is the Chapter and Division Relations Manager.In addition, the Executive
Director and other staff may be involved in specific areas of decision-making or activity. All Headquarters staffis
availableto hear suggestions and comments and, with guidancefrom the Executive Director, to help.

3.3 ATA Board Elections

Divisions mustremain neutral regarding ATA Board Elections: Regardless of the venue, context or audience, the
opinions and comments of the Association’s leadership nevertheless may be perceived as carrying more weight. As
such, all elected office holders and appointed representatives of the Association (officers, Board members,
committee chairs, division administrators, assistant administrators, leadership council members, and
spokespersons) and its employees are expected to maintain neutrality surrounding elections. They shall refrain from
publicly endorsing or showing preference to any candidate for office, either explicitly or implicitly, at any time.
Chapters of ATA are encouraged to refrain from making endorsements.—B. Endorsements, from ATA Board
Elections Policy

3.4 Board Action Requests

From time to time, Division officers may need to askthe Board to approvecertain events or activities. Such events
and activities include, but are not limited to, events co-sponsored with Chapters (see section 8.2) or activities that
go beyond the procedures outlined in this document. Please consult with the Chapter and Division Relations
Manager regardinganysuch activities.|f Board approval isrequired, Division officers should submita Board Action
Request for review by the Executive Director. This form is availablefromthe Chapter and Division Relations
Manager upon request.



4 CoreServices

The core services provided by Divisions to their members are:

e Professionalinteraction and networking

e Mentoring and support

e Aregularpublication (newsletter and/or blog)

e Educational sessionsatthe Annual Conference

e A website

e An onlineemail group or forum

e To serve as representatives of Division members to Headquarters and the Board of Directors

The most importantDivision functions areto foster networking, promote professional development opportunities,
andtransmitinformationinthe Division’s specific area of interestand/or language(s).

4.1 Website

Divisions provideand maintain a websiteas a basic benefitfor their members. Website content should be updated
as needed throughout the year. Many Divisions updatetheir sites with news monthly inan attempt to keep the
content dynamic as well as to inform members of news more often. Some have their blogs linked to their sites,
which means the site content is updated very often.

4.1.1 Setting up a Website

Registration and Hosting

ATA recommends that all Division websitedomains beregistered and hosted by Headquarters. Divisionsthatplan
to migrate their sites to ATA hostingshoulddosoas soonasis feasible (i.e.upon the expiration of their domain
registrations).

Website Design Templates
ATA owns website design templates and encourages Divisionsto useone of them, although this is notmandatory.
Here is the general process (contactthe Chapter and Division Relations Manager for more information):

e Divisionschoosetemplate design.

e Headquarters is responsiblefor the core setup of the site(installthe core files).

e Division'swebsitecoordinator adds initial contentto the site. All media (images, videos, sound, etc.) can
be uploaded through the management panel.The Division candecideon the structureinterms of what
content is static, what content is dynamic. The Division decides onimages, placement, and size of images.

4.1.2 Mandatory Content
Websites must includethe followinginformation:
e Homepage with ATA logo prominently displayed
e Names and contactinformation for Division Administratorsand Leadership Council members
e Link to the Division’s onlineforumand other social media
e Link to pastissues of the Division’s newsletter and/or link to the Division’s blog

4.1.3 Recommended Structure
The followingis a samplerecommended layoutfor a Division website. Divisions may omit links if contentis not
applicable. For example, some Divisions updatethe website with announcements aboutDivision activities such as
social activities during the Annual Conference, reminders of conference proposal submission deadlines, updates
about the conference planning process and Distinguished Speakers, etc. Some Divisions use other communication
methods for this and have a more static website.
Homepage

Subpages: About

News & Events (canbe separated)



Annual Conference

OnlineResources

Links:Archived newsletter issues orindividual articles or blog posts (possibly with a table of contents)
Onlineforum

ATA homepage

ATA OnlineDirectories

Annual Conference proposal submission form link

Annual Conference information/registration

Division conference events

LinkedIn group

Facebook group or page. Groups are strongly preferred over pages. PleasecontactHeadquarters before
starting on Facebook.

Twitter account/feed

4.1.4 Content Management

As arule, information provided on the Division websiteshould bedirectly related to the Division’s languages or
field of interest, its members, and events. Personal advertisement of a member’s services, discussionsthatare
inappropriateorirrelevantto the focus of the Division, disparagement of the skillsor business practices of specific
other individualsor agencies,and all other violations of the principles of civil discourse are not permitted. Civil
debate about Division policies, and other matters related to general translation andinterpreting business practices
is permitted, though Divisions may prefer to keep discussionsnarrowly focused ontheirsubjectarea. Ifso, they
may saysointhe group's rules.

Inaccordancewith ATA Antitrust Compliance policy
(http://www.atanet.org/governance/governance_policystatement.php), Division publications may notincludeany
discussion orinformation aboutrates for translation and/or interpreting. All Leadership Council members should
be familiar with the ATA policy andfollowitto the letter. Reminding the Division membership of the reasons for
this every year orsois a good idea, as new members inevitablyaskand need an explanation.

Divisions musthavea webmaster to manage the website. Division leadership provides contentto the webmaster,
and the webmaster uploads the content and keeps the siteup to date by both adding new material and removing
outdated items. Many websites includelinks to groups not affiliated with ATA but that are relevant to the
Division’s concerns.

4.1.5 Funding
Divisionsareallocated funds for a website to includethe followingexpenses:
e Website design honorarium (up to $500 once every 3 years with written proposal)
e Webmaster honorarium($16 per hour, up to $500/calendar year with an itemized invoice, including hours
and dates of work done)
e  Website coordinator honorarium (up to $500 once every 3 years with summary of work done or itemized
invoice)
Honoraria arenot meant to reflect current market rates or serve as full reimbursement for time spent. They area
token of appreciation for the volunteer’s effort. The Division Administrator mustapproveand submit to
Headquarters the webmaster and website coordinator’s honorariumrequests and itemized invoices of work done.
The ATA Chapter and Division Relations Manager reviews honorariumrequests.

4.2 Online Group or Forum

Divisions haveestablished online forums using Groups.io and Google Groups. These forums have become
invaluablein facilitating communication among Division members. Additionally, for some Divisions where many
members take advantage of this networking opportunity, this is the mainavenue used for informational email. For
other Divisions, informational notices go on the Division website.Onlineforums are moderated by Division
volunteers and content posted on them must followthe guidelines specifiedinsection4.1.4 above. A copy of (ora



link to) the ATA Antitrust Compliance Policy and the American Translators Association Listserv Policy and Etiquette
should be posted on the forum. Contact the Chapter and Division Relations Manager for copies of these
documents. Membership lists should bereviewed periodically by Division volunteers, to ensure that participants
are current members of ATA and the Division. Thesuggested frequency is every two years.

Discussion should berelated to the Division’sarea/languages of interestand the profession. Links (alongwith short
descriptivetext) to articles,and to job postings for institutionaland nonprofitorganizations, aregenerally
appropriate. Inappropriate content, includinga member’s promotion of any of their own or another’s services, will
be removed by the moderator(s). However, Divisions may maintain calendars on their websites listing
events/courses that have been approved for continuing education points, that offer an ATA member -to-member
benefit, or that are organized by a non-profitorganization.

The ATA Chapter and Division Relations Manager mustbe a silentgroup owner. Thisis a precautionincaseof
unexpected problems due to listowners leaving or discontinuing the necessary work unexpectedly. Moderator(s)
seeking adviceabout how to solveonlineforum related problems should contactthe Division Administrator, who
may then consultthe ATA Chapter and Division Relations Manager, the ATA Divisions Committee Chair, or other
Division officers on the Division Administrators’ online forum.

4.3 Other Online Networking Venues

At the time of writing, Divisions usesocial media platforms (Twitter, LinkedIn, and Facebook) for further
networking and communication.Some Divisions usenone of these, and some use all three. They are not currently
part of the core services for Divisions butmay be added to the core services in the future.

Any of these methods, or others that become availablein the future, should have at leasttwo members of any
Divisionintheowner/moderator/administrator role(as appropriatefor the medium). Similar toonlineforums, the
ATA Chapter and Division Relations Manager may be a silentgroup moderator or administrator.

In general, groups allowing members and discussion are preferred over static pages. (See each platformfor what
that means ineach case, but for example, currently, Facebook: Groups are preferred over Pages and LinkedIn:
Groups are preferred over Profiles).

Non-Division members are not allowed to join these networking groups, and content should only be accessible by
group members. Applicants will therefore be screened. If a group is running smoothly, its owners will only haveto

verify that the people who request to join the group areboth ATA and Division members. Membership lists should
be reviewed periodically to ensure that participants arecurrentmembers of ATA and the Division.This is normally
the responsibility of the group moderator appointed by the Division Administrator.

A copy of (orlinkto) the ATA Antitrust Compliance Policy and the American Translators Association Social Media
Policy and Etiquette should be posted on social media sites. Contactthe Chapter and Division Relations Manager
for copies. Division members seeking discussions with a community broader than Division or ATA members may
certainlystartsuch groups and request that a link to them be provided on Division websites.

4.3.1 Podcasts

Division podcasts arean educational resource provided free to anyone interested intranslation andinterpreting.
Podcasts arecreated usingvolunteer time of the host, the administrator,and interviewees. For Divisions
interested in creating podcasts, pleasesubmita short podcastproposal (50 words) to Headquarters and the
Divisions Committee Chair. For Divisions committed to producingat leastthree podcastepisodes per year, ATA
may reimburse a Division up to $150 per year for annual hosting fees from a servicesuch as SoundCloud.

4.3.1.1 Honorarium
ATA offers an honorarium of $60 per podcastepisode (recommended length of 30 minutes) for a total of up to six
episodes per calendar year.



Honoraria arenot meant to reflect current market rates or serve as full reimbursement for time spent. They area
token of appreciation for the volunteer’s effort.

4.3.1.2  Role of the Podcast Host
As a guideline,itis recommended to use the followingprocedure when planning each podcastepisode:
1. The podcasthost proposes and selects interviewees in agreement and consultation with the Division
officers.
2. Priorto the interview session, the podcasthostprepares the interview questions and submits them to the
Division officersor a designee.
3. The podcasthost contacts potential interviewees to coordinatethe interview session.
4. The final audiofile of the podcastis submitted for approval to the Division officers.
5. The podcasthost submits a summary of the podcastand a bio of the interviewee to the Division officers
for publicationand broadcast.
6. Before the podcastis published,the final audioissubmitted to Headquarters for review.

Itis recommended to appointa co-hostto splitpodcastproductiontasks. This will help other volunteers to learn
the necessary skillsand makes iteasier for new hosts to take over.

4.4 Division Publications (Broadcast Emails, Newsletters, and Blogs)

As partof their core services, Divisions keep their members informed about all Division activity, relevant ATA
activity, relevantoutside events, and matters of professional interest. Divisions may usea periodic publication
posted on the Division websitein either printable (usually PDF)formator onlineformat, or may use a blog, posting
on a continual basis throughoutthe year. Members access all of these options via a link fromthe Division’s
website. Divisions may selectany combination of these options but must provide at |l eastone.

4.4.1 Frequency and Volume

44.1.1 Newsletters

Ifa Division publishes a newsletter, they should be published ona regular quarterly scheduleand contain
anywhere from 10 to 20 pages of material, depending on the size or activity of the Division.They shouldbe
published atleasttwice a year to fulfill the minimum requirement for Division activity, for example after one
conference and before the next.

4.4.1.2 Blogs

Blogs should have new posts at least monthly or bi-monthly, depending on the sizeand activity of the Division. An
average of about two a month with a good balanceofshortinformational posts and longer original contentis
ideal. This should producea similarvolume of content to that of newsletters.

4.4.2 Newsletter/Blog Editor
Findingand/or selectingan editor for a newsletter or blogis a key task for every Administrator. An editor must be
a Division member and usually becomes a member of the Division’s Leadership Council when appointed, if they are
not already a Council member. There are no term limits for editors and they often remaininthe positionthrough
more than one Administrator’s term. A good solution for continuity, ifthe blogor newsletter output has been
satisfactory,is to find volunteers willing to work as assistanteditors or other members of the editorial staff with
the idea that they will eventually take over as principal editor. Ifa newsletter or blog has more or less ceased to
function satisfactorily, the task of finding an editor becomes both crucialand difficult. Ideally,an editor should
have:

o familiarity with the range of interests and concerns in the Division

e contacts and/or people skills for recruiting contributors

e experience workingon a similar publication

e the desireto write original materials

10



e good writingskills
e for onlinenewsletters and blogs, enough technical skill to manage the onlineimplementation of
publications.

It may be that no singlevolunteer has the entire skill setor the time availableto do the whole job.There is no
reason why co-editors should notbe appointed to splitthe job as they see fit. An Administrator or Assistant
Administrator may volunteer to help the editor(s) inany way thatis mutually agreeable, but should endeavor not
to actas editors themselves. All regular contributors to content or editorial work should be listedin eachissueon
the masthead or on the blog’s permanent title/sidebar, possibly under the heading of Editorial Board.

4.4.2.1 Content

The specific content of Division publications and broadcastemails isleftto the discretion of the Division
Administrators and publication editor(s). Headquarters reviews all newsletters, broadcastemails,andall article-
length blog postings before publication. Dueto concerns of legal liability and in the interest of protecting the ATA
brand, Headquarters may request corrections.Inaddition, fromtime to time, Headquarters may make suggestions
on how to polish a given text. When these corrections do not touch upon ATA’s liability or brand, they are non-
binding.Inthis case, the final sayresides with the publication’s editors. Usually, however, such changes are
obvious corrections on which all parties will agree. When Headquarters and Division leadership do not agree on a
text for publication, they should involvethe Divisions Committee Chair to help them come to an understanding.

Short news items and information notices posted on forums, websites, and blogs do not need to be reviewed. But
they must still comply with this section. If you arenew to your role, pleasereview your firstfew notices with the
Chapter and Division Relations Manager.

ATA Divisions may notpublish or publicly discussinformation aboutrates for translation orinterpretation,in
accordancewith ATA policy. Division publicationsand Division communications mustfollow these guidelines:

e Avoid publication of materialsthatcreate a risk of antitrustviolations.

e Bear inmind that publishinginformation regardingtranslation rates, methods of calculatingtranslation
rates, rate levels, future rate expectations, rate projections, or any other matters that may affect
translationrates cancreateariskof antitrustviolations. Do not publish written statements, comments,
suggestions, or views, etc. regardingany matters that may affect translationrates,and do not make
statements on those matters.

e  Matters that affect rates or restrain competition among members should not be published.

e  Consultwith Headquarters on any question that might have competitive or antitrustimplications.

Other guidelines include:

e Arrangements and discussion of alternate hotels should notbe allowed ina Division’s publications,
including blog comments and social media groups (see4.5.8). Any such postings should be removed.

e Avoid sales or promotional topics, althoughitis appropriateto review tools, publications,and
conferences that Division members may find useful.

The type of material appropriatefor Division publications mayincludebutis notlimited to:

e Announcements andreviews of Division activities, including conference educational presentations and
social activities;

e Announcements andreviews of other activities and events relevant to the main focus of the Divisionand
general interests of all language professionals;

e Administrativeannouncements and discussion of Division and ATA administrativedecisions;

e Reviews of relevant dictionaries, books, movies, web resources, Internet groups;

e  Member profiles and reports on member activity related to languages and languagerelated professions;

11



e Interviews of members or other people of interest (often a good way in for people who don’t want to
develop their own material but want to help, and alsoa good way to get ‘stars’to be involved without
havingto write);

e Discussionsrelated tothe professionand business of translation andinterpreting;

e Member-created glossaries or descriptionsofavailableglossaries;

e Discussion of developments in or aspects of the languages (or subjectareas)that arethe mainfocus of
the Division;

e  Excerpts from interchanges on the web relevant to the Division’s focus (e.g., terminol ogy discussions);

e News articles and editorialsrelatingto Division concerns;

e Entertaining and/or amusing material related to any of the above;

e Pictures/photographs illustratingarticles or depicting members and articleauthors.

Divisionsareencouraged to develop guidelines for authors that address content, length, and the editorial review
process.Pleasesee this sample: http://ata-md.org/caduceus/Caduceus%20Submission%20Guidelines.pdf

Administrators areexpected to write a column inmostif notall issues, or several times a year for blogs. Possible
topics for columns include conference news and announcements about ATA, Division,and member news. Assistant
Administrators maysharethis task or write their own articles or columns. Editors should attempt to work with the
authors of all butoffensive orirrelevant contributions to get them into shapeto be published. Ifthere is a concern
about violation of ATA policies, editors should contact ATA’s Chapter and Division Relations Manager. Regarding
reviews, most commonly of conference sessions, emphasizeto both presenters and reviewers that the main
purpose of reviews is to tell members who did not attend the presentation what it was about—highlighting the
most useful information. Evaluation need not be included and good friends of the presenter are suitablereviewers.
Negative criticismshould be permitted, especially of specific points in the presentation. However, an editor may
decide not to publish a very unfair or completely negative review and might possibly substituteinformational
material from the slides or notes of the presenter.

4.4.2.1.1 Permission

Submission of original materialto a Division publication should be construed as demonstrating the author’s
agreement to its publication. However, if the material is substantially changed in the editorial process, the original
author’s permission to publishin the new form must be additionally secured. In addition, pers ons depictedin
pictures must give their consent before publication.

Original material, preferably written by Division or ATA members, is the ideal for Division publications. However, it
may occasionally beacceptableto publish material reprinted from other publications or media after consultation
with the Divisions Committee and the Chapter and Divisions Relations Manager.Keep in mind, though, that
authors’ or other copyrightholders’ permission mustbe secured and the original sourceand permission s tatement
must be cited. If a copyrightfee is requested the request should be forwarded to Headquarters prior to
publication. Links to onlinearticles or other materials areacceptableand encouraged.

4.4.2.1.2 Language

Content in publications of Divisions with a subject matter rather than languagefocus should be written in English.
This does not mean that text inanother languagecannot be discussed and used as examples, but simply that these
examples should be translated into English. Divisions focused on a single language may publish content in that
languageor English; examples and text inthat languageneed not be translated. However, ATA requires that
content pertainingto ATA policies and Division functions and governancebe published in English. Links or
references to articles or books publishedinanylanguageare perfectly acceptable. Consider pointing out the
language of references, whether printed or online, for readers’ convenience.

Editors should make it clear to non-native English writers that the text will be polished until itis indistinguishable
from native speaker contributions. If the publicationisin English, editors mayrequest translations by members of
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relevant published articles in other languages, giving full creditto the translators,and thus providingan
opportunity to display translation skills.

4.4.2.1.3 Comments

Some Divisions may want to use the “Comments” feature of blogs and social media.The rules for comments are
similar tothose for an onlinegroup or forum. All comments must comply with sections 4.2 and 4.4.2.1 above and
must be moderated insome form. The type of moderation, however, is leftto the discretion of individual Divisions.
Some Divisions may wish to appointa moderator who periodically reviews comments and enforces siterules.In
this case, it may make sense to notify the moderator each time thata comment is posted. Other Divisions mayask
the blog editor to edit all comments before they are placed on the site. Inall cases, thereshould be a link to
relevant siterules displayed on the blogor social media site.

Because blogs and websites areaccessibleto the general public, non-ATA members may wish to comment on a
post or article. For this reason,some Divisionsrequireall users, ATA members and non-ATA members alike, to
register with the site before they are allowed to post comments. Thus, the posting privileges of persons who
routinely violatethe site’s rules can be revoked at the moderator’s discretion.Insome social media, access can be
limited to ATA members, and in others thatis harder to enforce. Each Division should decidetheir policy for any
medium, and as needed, how they will enforce a member-only interaction policy, or how they will handlenon-
members who have access.

4.4.2.2  Pre-publication and Publication

Divisions using blogs may postshortnews items and information notices at any time, and other articles and
publicationsshould besent to the Chapter and Division Relations Manager atHeadqua rters for review before
postingthem (see 4.4.2.1). Review usually takes only a few business days.

When a newsletter issueor blog postis readyfor publication,itshould besent to the Chapter and Division
Relations Manager at Headquarters for review. Headquarters will return it with any changes within about one
week, though this may occasionally takelonger at busy times of year (e.g. inthe runup to the Annual Conference).
When Headquarters has approved an issue, the webmaster may postit and Headquarters will schedulean email
broadcastannouncingthe posting to all Division members. Once an article or newsletter is posted, the editor or
Administrator additionally uses the Division’s usual means of communication (onlineforum announcement,
Facebook group post, Tweet, website news update, etc.) to announcethe new posting/issue.

4.4.2.2.1 Layout Designer

Because of the complexity of laying outa document, Divisions publishingformatted newsletters may opt for a paid
layoutdesigner, who may or may not be a member of the editorial staff or even of the Division. Divisionsunableto
find such a designer within their membership should contactHeadquarters for suggestions.

4.4.2.3 Honoraria

The ATA bylaws stipulatethatDivisions may pay a modest honorariumto editors of their publications. This has
been extended inpracticeto layoutdesigners as well. Honoraria arenot meant to reflect current market rates or
serve as full reimbursement for time spent. They are a token of appreciation for the volunteer’s effort.

Role Amount Maximum

Newsletter editor, or $200 per issue $800/calendar year

News|etter Blog editor 2.5¢ per articleword

Layout designer $16 per page $1280/calendar year

Layout Design Up to $500 honorarium for Once every 3 years
template and header

Pleasenote that ATA will provideeach Division with only one honorarium for editing and one honorariumfor
layoutdesign. If two individuals decideto sharethe editor’s role, they may arrangeto splitthe Editor’s
honorarium, with the Administrator's approval.Ifa Division publishes both a blog and a newsletter, and these
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publications areedited by different persons, the newsletter editor and blogeditor should make arrangements to
splitthe editor’s honorarium, with the Administrator’s approval. If the newsletter editor has also taken on the task
of layoutdesigner, that person is eligiblefor both fees. Editors of publications with a paid layoutdesigner who wish
to publishissues thataltogether exceed the 80-page yearly maximum, must firstsecure the agreement of the
designer to perform the extra unpaid design work the additional pages would require. To accommodate newsl|etter
formats other than PDF, Divisions may work with Headquarters and the Divisions Committee Chair to determine an
appropriatehonorariumbased on existing honoraria. To apply for the honorarium, use the form in Appendix 1:
ATA Request for Payment of Editor’s Services (Honorarium).Honorariumrequests must be payableto the
individualthat performed the work described.

4.5 ATA Annual Conference

One of the goals of the ATA Conference is to provide a balanceofsessions thattreat various specialties, languages,
and levels so that there will be something of valuefor all attendees. Divisions playa vitalroleinidentifying
speakers, both by suggesting Distinguished Speakers (DS) and actively seeking session proposalsthataddress the
needs and interests of their Division members.

When soliciting proposals, Administrators should beaware that all session proposals aresubjectto peer review,
and the decision of whether a sessionisaccepted, waitlisted, or rejected, as well as the scheduling, track,and
room assignmentultimately lies with the Conference Organizer and HQ's Professional Development Manager.
Administrators should not make any promises to those submitting proposals and should bear in mind that
unsolicited proposals may be a better overall “fit” for the goals of the conference. If there are questions or special
requests, the Conference Organizer will work to respond to them, but may not be ableto accommodate all
requests.

4.5.1 Distinguished Speakers

ATA Divisionsareencouraged to identify and recommend Distinguished Speakers for the Annual Conference.
Educational sessions by Distinguished Speakers atthe Conference areseen as animportant benefit to Division
members. Such sessions,and reports on them in Division publications, increasethe Divisions’ vitality.

Followingthe Division election schedule, ATA Divisions havethe opportunity to nominate Distinguished Speakers
on arotating basis: Division officers elected in a given year will beableto nominate a Distinguished Speaker in the
second year of the officers'term—giving newly elected and re-elected Division officers oneyear to prepare and
research their Distinguished Speaker nominee.

Pleasenote that there is norequirement for Divisionsto proposea Distinguished Speaker. Ifa Divisionis eligibleto
nominate a Distinguished Speaker but does not have an extraordinary candidatein mind, itis perfectly okayto skip
the nomination. If a Division does chooseto nominate a Distinguished Speaker, the nomination will besubjectto a
peer review, and there is no guarantee that the proposed speaker will be selected. The final decision rests with the
Conference Organizer.

Distinguished Speakers should berecognized experts intheir field whose presentations benefit the professional
development of a largesegment of Division members. Distinguished Speakers must be non-ATA members who
have not regularly presented at previous Annual Conferences, and proposalsshould be exceptional.The
overarchinggoal of the Distinguished Speaker program is to bringin high-level speakers that Division members
would not otherwise have the opportunity to meet or learn from.

4.5.2 Recommending and Inviting Distinguished Speakers
Each Division gets an opportunity to identify one potential Distinguished Speaker every other year. The

Distinguished Speaker should be someone who is an engagingpresenter and who canspeak on a relevant topic
that Division members arereallyinterested in.
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The proposed Distinguished Speaker cannot be an ATA member, and itis preferred that they have not presented
at ATA Annual Conferences before. Exceptions may be considered by the Conference Organizer if the speaker’s
previous presentations at ATA Conferences received only excellent evaluations and if they planto speak on a
different topic. Additionally, the speaker cannot be someone who often presents regular sessionsatATA
Conferences.

Pleasemake surethatyou canassess your proposed speaker’s presentation skills:thatyou or someone you trust
has seen them present before, and that the presentation was excellent. Pleasetake into accountthat
presentations should not be of academic or self-promotional nature but offer practical skills or advice. Think
carefully aboutthe personyou nominate sothat we canavoid the disappointmentthat comes from rejections, or
from a speaker whose presentations arenot well-received.

Review the invitation to nominate a DS from the Conference Organizer and consultyour Leadership Council for
Distinguished Speaker suggestions. You may alsowantto make "Distinguished Speaker" an item on your Annual
Meeting agenda. After a candidate has been identified, the Division Administrator submits the Distinguished
Speaker Nomination Form to the Conference Organizer. The Conference Organizer evaluates the request, may
engage ina preliminary discussion with the potential speaker or the Division Administrator to get an indication of
potential presentations,and makes a decision whether or not to invitethe speaker to submitformal session
proposals.

Only the Conference Organizer mayinvite a Distinguished Speaker to present at the conference. The Conference
Organizer decides which speakers to inviteand then issues invitations through Headquarters. There is a separate
online proposal formfor potential Distinguished Speakers.The link to this formis sentinthe email that extends
the invitationto submit proposals.

Thisis notanall-expenses paidtripandis notusually a goodfit for high-profile publicspeakers or people who
expect to make a profiton a speakinggig. The funding options simply will not meet some people’s requirements.
Onlylocalsarelikely to come out ahead financially,soyoushould assumethat all Distinguished Speakers should
enjoy attending an ATA conference anyway. Whilespeakers from outside the United States are good candidates,
Divisionsarereminded that there is a vastpool of talent within the United States andthatinternational travel
stretches the conference budget.

Honoraria should bethought of as a token rather than a complete means of financinga givenindividual’s
participation.The principleshould bethat an honorariumis used to enable a special event that would otherwise
not occur.

The honorariumis typically given duringthe conference. In special cases, where other arrangements are desired,
the Division Administrator should consultwith the Conference Organizer well before the deadlinefor submissions.
Funds are not availablefor meals orincidental expenses. Accommodation is only covered during the conference
dates and only for the conference hotel.

4.5.3 Funding Overview

Compensation and expectations for Distinguished Speakers are now standardized. All Distinguished Speakers will
receive up to four nights in the conference hotel, and a conference fee waiver. If a speaker comes from the local
area (within 100 miles of the conference city), they will receivea $500 honorarium. Ifthey come from outsidethe
local area butwithin the continental US or Canada, they will receivea $750 honorarium, and ifthey come from
outsidethe continental US or Canada, they will receivea $1,200 honorarium. ATA does not directly reimburse
speakers for airfare, food, or other travel expenses. All Distinguished Speakers will beasked to present two 60-
minute sessionsinthe regular conference program or one 120-minute session. This will allowall conference
attendees to have access to the Distinguished Speakers without payingan additional fee. However, Distinguished
Speakers may present Advanced Skills & Training sessions separately fromtheir participation as Distinguished
Speakers.
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Named speakers (Greiss, Gaddis Rose) no longer receive a separatehonorarium. These speakers now receive the
funding described above.

Speakers make and pay for their own travel arrangements. The Association will notreimburse money spent on
gifts,including flowers.

4.5.4 Educational Sessions

All Divisions areencouraged to appointa conference coordinator, who is responsiblefor solicitingand reviewing
proposed Division presentations for the Annual Conference. Some Divisions chooseto form a conference planning
committee to perform this task.The conference demographicvaries, sothe Conference Organizer tries to finda
good balancebetween beginner, intermediate, and advanced topics. If you identify conference goals,such as
sessiontopics, communicatethem to the Conference Organizer.

When the Division coordinator identifies a prospective presenter, they may invitethat personto submita proposal
for a conference presentation usingthe onlineform provided on the ATA website. Itis a good idea to seek member
input regarding speakers and topics.

At the Conference Organizer’s discretion, representatives fromeach Division may be asked to review the
conference proposals onthe correspondingtopic and sharetheir recommendations. Itis importantto note,
however, that whether a proposal is accepted by the Conference Organizer ultimately depends on how well the
session meets the goals of a well-rounded conference. Administrators maywant to warn interested parties that
the approval process willbefinal around mid-June.

When solicitingand reviewing proposalsand inviting speakers, Divisions should seek to serve their entire
membership. Again, some Divisionsfindithelpful toidentify conference goals based on the needs of their
members. For language-specificDivisions, this means ensuring a good mix of presentations that focus on the
relevant languages or languages, and pertain to translatingandinterpretingin both directions. For Divisions not
focused on a specificlanguageor languagegroup, sessionsarelanguage neutral and presented in English, although
this does not prevent the presenter from referring to and thoroughly explaining examples in other languages.

The deadline for submitting conference proposals istypicallyinthefirsthalf of March.

4.5.5 Annual Meeting of the Division

The Annual Meeting of the Division held prior to the Annual Conference is animportant partof a Division’s
scheduleof yearly activities.

The meeting should havea published agenda and minutes. In late summer, Headquarters sends minutes and
agenda samples to Division officers. They are also availableonrequest. The agenda canalsobeposted onlineon
the Division’s website, onlineforum, and/or blog to promote attendance.

Prior to the Annual Meeting, the Division Administrator should aska member to take minutes. Withina reasonable
period after the Annual Meeting (ideally 30 days, butup to 90 days to allowfor Divisions with quarterly
newsletters), the minutes should be drafted, approved by the Leadership Council,and posted publicly onthe
Division’s website, onlineforum newsletter, and/or blog.

4.5.6 Welcome Celebration

The Welcome Celebration for all members atthe startof the Annual Conference provides a chancefor Divisionsto
attractnew members and allow currentones to reconnect with colleagues. The Celebrationis open to all
conference attendees and Divisionsshould beready to welcome new or prospective members. A variety of food
and beverages are provided by ATA. Pleasenote that ATA’s catering contract with the conference hotel prohibits
bringinginfood and beverages.
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In preparation for the Celebration, Division Leadership Councils should think abouthow to best present their
Division to the general membership, and planto provide information for how interested members can follow up.
For example, make fliers showinglinks to the Division’s websiteand onlineforum. Note that the spaceprovided is
often very small,so consider smaller items like business cards (or even QR codes) that do not overwhelm the
displayspace.

4.5.7 Offsite Social Event(s)
Many Divisions organize one (or more) annual social events at the conference for the purposes of networking and

buildingcamaraderiein the Division.The Division plansand organizes the event. Headquarters is not involvedin
registration or findinga venue.

Division social events are held offsiteand many venues require the Divisionto securea deposit. ATA does not
providea creditcard for a deposit; any depositwill be the responsibility of the Division member(s) organizingthe
event.

Any contractthat your Division representativesigns with the venue is legally binding. Pleaseread this document
over carefullyto ensure thatitis fair to the Division and the venue.

When planningthe offsitesocial event, keep the followingin mind:

Many Divisions hold largegroup dinners atthe conference, and these are often well-attended. Just be aware that
schedulingalargegroup dinner can be time-consuming and complicated; make sureyou are clear on whether the
restaurantcharges a privateroom fee, whether the quoted priceincludes tax andtip, what happens ifyou don’t
meet the restaurant’s minimumnumber of attendees, and how you will sell registration and pay the restaurantfor
the dinner.

Make surethat Headquarters has basic details (Division contactname, venue, date, time, etc.) sothat ATA
registration and the people staffinginformation desks atthe conference cananswer questions. Make sure
members know where and when any meeting pointis, what the payment/reservation situationis,and where and
when the event starts.

Inthe spring, Headquarters emails Division officers a memo with more details about Division offsite events.

4.5.8 Conference Hotel

ATA carefully considers theroom rate, location and facilities when selecting a host hotel for the conferences,
usually severalyearsinadvance. The ATA Conference model is based on contractingwith a hotel to provide free
meeting spaceand discounted cateringin exchange for a guaranteed minimum number of guest rooms. If that
room blockis not met, there arestiff penalties; making our room block keeps registration rates much lower than
comparableevents. For this reason,arrangements and discussion of alternate hotels should not be allowedina
Division’s publications, including blog comments and social media groups. Use these platforms —along with your
Division onlineforumand ATA’s roommate blog—to promote the benefits of stayinginthe conference hotel:
networking opportunities, convenience, room sharing, as well as the mutual benefit of keeping rates lower for all.

4.6 Division Administrators Training Session

Each year, atrainingsessionis held for new and experienced Division Administrators, Assistant Administrators, and
Leadership Council members. An agenda isissued prior to the meeting. Duringthe session, coreservices and
resources arediscussed.

4.7 Planning Timeline

Administrators need to focus on the deadlines for conference planningand do their best to meet them, inorder to
make the whole process flow smoothly.
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November

November/December

January/Early February
February/March
June

August/September

June through mid-
October

Appoint a Conference Coordinator or form a Conference Planning Committee during
or after the Annual Conference. Identify conference goals,including names of
potential Distinguished Speakers, and sharethem with the Conference Organizer.
Identify potential Distinguished Speaker candidates and ATA members to present at
the conference. ATA Divisions have the opportunity to nominate Distinguished
Speakers on a rotating basis. See 4.5.1 Distinguished Speakers, for more information.
Submit the Distinguished Speaker recommendation to Headquarters.

Remind members to submitsession proposals.

Speakers receive notice of approval, rejection, or placement on waitlist.

Begin scouting venues for your Division social event and signa contractifapplicable.
Prepare material for the Annual Meeting of the Division and the Division
Administrators Training Session as required.

Send broadcastvia Headquarters with information aboutyour Division’s social event
anda link to your Division’s sessions.
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Q&A

How can I check if someone is a member of a Division?
Oncevyou are logged into the ATA website, you cansearch the individual membership directory inthe Member’s
Onlysection, by name (or email) and Division. See Appendix 5 for detailed instructions.

How do I start a Facebook group?
https.//www.facebook.com/about/groups |fthe Division’s Facebook Group Administrator needs help insetting up
a moderator team, they should contactthe Chapter and Division Relations Manager for assistance.

How do | start a Twitter feed?
https://support.twitter.com/groups/31-twitter-basics Be sureto contact the ATA Chapter and Division Relations
Manager for both help insetting up the feed, and help in publicizingit.

How do I start a LinkedIn group?
http://help.linkedin.com/app/answers/detail/a_id/1164 Be sureto contactthe ATA Chapter and Division Relations
Manager for both help insetting up the group, and for assistancein settingup a moderator team.

How do we set up a blog?
Division websitetemplates includea blog. Divisions areencouraged to take advantage of the templates.

Why can’t Divisions simply be responsible for their own publications?
Divisionsarenotindependent entities. Divisionsarea partof ATA and need to abide by its policies and bylaws.

Why can’t | write my Letter from the Administrator in my native language: the language of our Division’s focus?
A languageDivision may publish manyarticles inits language other than English. However, materials that pertain
to ATA policies and Division functions and governance must be publishedin English so thatHeadquarters can verify
accuracy before publishing, and sothat all Division members have access to those materials.

What is the best format for submitting a newsletter or article to Headquarters for review?
Submissionis preferably a Word document, so changes can be tracked on the document.

How long does the review take?

Headquarters needs up to five business days toreview a newsletter. But it cantake longer depending on the
content and if other staff—such as the Certification Program Manager or the Executive Director —need to be
consulted.

Does a newsletter editor need to be a Division member?
Yes. The roleof Division editor is an excellentopportunity for professional development and networking. It should
be filled by a Division member who is familiarwith the Division’s interests and concerns.

My Division’s newsletter already has an editor. Why should Headquarters be a second editor?
Headquarters is not editing. Headquarters assures that ATA publicationsareconsistentwith ATA’s policies, bylaws,
and facts.

Do | have to make every correction Headquarters submits?

Some corrections arerequired becausecontent is not consistentwith ATA policies, ATA bylaws, or facts.Some
corrections areonly requested because they may improve the quality of an article.
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I want to use content with a copyright. ATA is a nonprofit, so | see no harm in using such content without an
owner’s consent. Why can’t I?

The use of content with a copyrightrequires written permission fromthe owner becausethe content belongs to
the owner, regardless of ATA’s nonprofitstatus.

How do we define what falls under the scope of relevant to our members?

As well as the obvious T&l-related subject matter, many Divisions provide content thatis of cultural value—for
example, the Slavic Languages Division has a popular column reviewing Slavic filmsin its newsletter, and therefore
on its website. Thisis notdirectly related to translation, butto aspects of Slavic culture.

Are members remunerated for contributing articles?

No, but certified translators may find that editing or contributing to a newsletter or blogis an effective way to earn
CE points. Two continuing education points areearned for each article contributed to Division publications (with a
maximum of eight points over the three-year reporting period).

See https://www.atanet.org/certification/continuing-education-requirement/.

Publicationstociteon CVs and to potential clients may motivate contributors. People who write particularly good
articles or show expertise in a specific area frequently may be offered work as a directresultof a newsletter
article. (Editors who find out about this particular cause and effect should publishit(with permission of course).)

How can our Editor inspire members to contribute to our newsletter or blog?

e When you publishannouncements of an event that some members may attend, includeaninvitation for
attendees to reporton it.

e Welcome unsolicited contributionsin (virtually) every newsletter issueandinanoccasional blogpost.
Topical columns fromregular contributors work well for both formats.

e Consideraskingeach LC member to write atleastone articleayearabout Division-related activitiesor any
other topic. Administrators areexpected to write a columninmost if notall issues. Assistant
Administrators maysharethis task or write their own articles or columns.

e  Publishers of books (e.g., dictionaries) or journals frequently providereview copies.Request them and use
the opportunity to lineup a reader, offering them the free copyin exchange for writinga review.

e  Connect with members personally.Email is a good start, but one of the most effective ways is to attend all
conferences and Division events and talk with members (see below).

e Printprofiles of translators in the publication. This can bea quarterly feature. Emphasize reports of
professional contacts resulting from profiles and articles.

e Includebrief professional biographies, including contactinformation, with each articleunless the writer
does not agree.

e Publishinga professional headshot of the contributor with articles may havea motivating effect.

e  Peer recognitionis a substantial motivator. Often a blog post will be tweeted, posted on Facebook,
discussed onan onlineforum, and the editor or author becomes a recognized expert inanarea.The best
newsletters andtheir editors are regarded likeJournals.

e People who may not agree to write anarticlefor a publication (e.g., someone who has justwritten a
book, a starinterpreter, etc.) frequently will agreeto answer email questions from an editor or editorial
staff member, which canbe submitted as the equivalentof a publishableinterview. This method also
means that the focus remains on the areas of most interest to Division members.

How can Editors leverage the Annual Conference to produce material?

e  When recruiting contributions, work under the assumptionthatanyone at an ATA conference has
something of interest to write and canwrite it well.

e Every year, find a first-timeattendee to give a report.

e Use conference events as sources of review articles. Set out with the goal of providinga review for each
Division educational presentation ata conference. Consider askingthe presenter to find a reviewer or
request one at the sessionitself, or both. Social events and relevant Division and ATA events as well as
presentations in other Divisions mayalso bereviewed.
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e  Minutes of the Annual Meeting of the Divisionshould bepublished as soon as they areissued for blogs or
inthe next publicationissueafter the conference, with author’s creditgiven to the minutes taker.

e Editors canspread contributions fromthe conference out over posts/issues publishedin the following
months —there is noimmediate urgency for potential contributors. If they do not send a piece as agreed,
remind those who have promised to write an article of their promiseat that time or until they askto be
released. If no review is forthcoming,an editor or member of the publications staff may writethe review
based on a recording, slides, or the author’s write-up, or the presenter may be recruited to summarize the
presentation.

e Tryto identifyinterests and specialties and suggesttopics attendees might be recruited to write about,
and follow up afterwards by email.

How much detail do we need in meeting minutes?

The minutes are a record of what was agreed and achieved at the meeting—NOT what was said by members or
guests. The Chapter and Division Relations Manager has a listof tips on writing minutes if you need them.
Remember to includethe basics:where and when, who wrote the minutes, and who approved them. Then cover
the information that people who did not attend need to see in order to understand that the Divisionisbeingrun
accordingto ATA’s requirements and that members arebeing informed or consulted asis appropriate.

We really want to have a large-group dinner. Can you give us tips on how to arrange it?

Itis the Division’s responsibility to make arrangements and negotiate terms. Members livinginthe conference city
and the hostChapter or group can be of great assistancein finding, evaluating, and negotiating with potential
venues. Volunteers for this task may be recruited at the previous Annual Conference. Findingand negotiating a
venue with spaceavailableatthe time you desire may take several months and itis recommended that Divisions
startthis process early.Inthe spring,the Chapter and Division Relations Manager sends a tips memo to all Division
officers on how to plan offsite events.

How do we plan conference sessions?

Divisions go about conference planninginwidelyvarying ways. Soliciting sessionsisvery useful. Many members
need encouragement to attempt speaking on their area of expertise. At a minimum, a few emails sentto Division
onlineforums and insocial networkingareas in the run up to the deadlinewill usually help.Some Divisions work
very hard and solicitmany proposals. Planners should recognize though, that some unsolicited proposals may be
stronger than the planned ones sonot all solicited proposals will necessarily beaccepted.

I’'m the Administrator and | can’t attend the conference this year. How should | handle that?

Itis very importantto let the Assistant Administrator knowthis as early as possible —certainly early enough for
them to plantravel for early arrival for Wednesday events — and to includethe Assistant Administratorinall
planningsothatthey feel comfortable takingthe leadin Division events. The assistantwill receivefree conference
registration (or reimbursement ifalready paid)in place of the Administrator. The Administrator should contactthe
Chapter and Division Relations Manager as early as possibletoarrangethe assistant’s free conference registration
or reimbursement.
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5 Other Services

5.1 Special Publications

Special publications, such as theJLD Patent Handbook and the SPD Conference Presentation booklets, provide a
wonderful serviceto Division members. But sincethey can also beexpensive to produce, they must be carefully
planned and developed. Pleasecontact the Chapter and Division Relations Manager atHeadquarters to discuss
your ideas before charging full speed ahead.

Divisions should also keep in mind that the core services listed in section 4 must be provided before taking on
additional projects. All other Division activities and publications can only be considered when the Division’s core
services arebeing consistently met.

5.1.1 Division Surveys

Divisions may occasionally havea reason forissuinga survey to their members. A Division mustsubmita short,
survey proposal (50 words) to Headquarters and the Divisions Committee Chair.faccepted, the Division drafts the
survey and submits itto Headquarters for review. Headquarters may edit the survey as itconcerns ATA’s liability
andbrand, as well as insightbased on Headquarters’ experience with surveys. It may also suggest other non-
bindingedits or corrections, or even recommend that the Divisionrevisitsthe need for the survey. Once approved,
Headquarters will publish the survey on Survey Monkey: http://www.surveymonkey.com/. After the survey has
been uploadedto Survey Monkey, Headquarters then sends a survey broadcastto publicizethe survey to a
Division’s membership.Results are collected on Survey Monkey. Headquarters shares the results with the
Division’s officers. Divisionsarerequired to publish results to the Division membership.

Short surveys (about 10-20 questions) with singleand multiple answer questions work best. Open-ended questions
might yield unfocused responses or no response at all.

When draftinga survey, pleaseincludethe following:

-A title

-A shortintroduction explaining whatthe surveyis about

-Information on how the surveyresults will beused (for example, will be published to the membership)
-Approximately how much time the survey will take

-A privacy notice (“Answers are anonymous. Your name and contact information will notbe collected.”)
-Closingdate

-Contact information (name and email address;usually Headquarters’)

-A Thank You page

5.2  Events other than the Annual Conference - Online

The educational sessions atthe Annual Conference should always take priority over any other Division events,
whether virtual orin-person. Before planningany event, Leadership Councils should contact Headquarters and the
Divisions Committee Chair for further input and discussion.

5.2.1 Webinars

ATA offers a series of webinars throughout the year. Divisions arewelcome to submitwebinar proposals that
reflect the interests and needs of their membership. A how-to guide for submittinga webinar proposal can be
found in Appendix 3. Divisions arewelcometo use this document when contacting potential speakers.

Divisionsarewelcome to contact the Professional Development Committee to discussproposalsfor the ATA
webinar series. The Committee canbe contacted at ataProfessionalDevelopment@atanet.org.
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Divisions may occasionally wantto organizeand host their own webinars. A Division-only webinaris an excellent
way to meet the specific needs of a Division’s members. However, itdoes require considerableteamwork to be
successful.

ATA Divisions may organizetheir own webinars under the following conditions:

e Divisionsshould also keep in mind that the core services listed in section 4 must be provided before taking
on additional projects. All other Division activities can only be considered when the Division’s core
services arebeing consistently met.

e Webinars mustbe limited to the Division’s members. Remember, these webinars aremeant to be a
benefit of membership in the Division.Ifyou have a webinaridea that would be of interest to all ATA
members, pleasesubmita proposal to ATA’s Professional Development Committee. They will do their
best to accommodate language-specific proposals to the extent the ATA webinar scheduleallows it.

e Division-organized webinars mustbe free.

e The on-demand webinar recordings cannotbe posted to any publiclyaccessibleonlinechannel,such as
YouTube, without Division members-only restrictions in place.

e The Division’scoreservices should beleveraged to ensure the successful promotion of a Division webinar.
Promotion must include:

o Adding an announcement on the Division’s websiteand/or calendar of events that includes all
registration information and the name of a member who will beavailableto answer questions
about the event

o Publishinganannouncement on the Division’s blog or newsletter about the webinar

o Promoting the webinar on social media and the Division’s listserv

e All webinarannouncements mustincludea linkto the original announcementon the Division’s website.

e Headquarters will not be responsiblefor promoting Division-only webinars.

ATA Headquarters staff will notbe ableto provide assistancewith organizingand running Division webinars.

Ifa Divisionis interested in organizingits own webinars, pleaseread Organizing Division Webinars: AGuide for ATA
Divisions for further guidance.

5.3 Events other than the Annual Conference - In person

The educational sessions atthe Annual Conference should always take priority over any other Division events,
whether virtual orin person. Before planningany event, Leadership Councils should contact the Chapter and
Division Relations Manager and the Divisions Committee Chair for further input and discussion.

5.3.1 Background

This section covers any event advertised on an ATA-sponsored forum (social media, websites, onlineforums,
broadcastemail, etc.) or otherwise formallyidentified as an ATA- or Division-sponsored event. Itis importantto
remember that all of the financingfor ATA Divisionsfalls under the general budget for ATA as a whole. In other
words, Divisions do not have their own separatefinances.Incontrastto Chapters, Divisionsare notseparate legal
entities with their own bylaws, etc. The Division systemis offered to ATA members as a benefit to helpimprove
their expertise and be part of a smaller group of members with similarinterests. The current system allows any
member to joinanynumber of Divisions and therefore increasetheir expertise and knowledge by joining multiple
language-related Divisions and/or subject-related Divisions.

Hence, funds for Division activitiesare equalized acrossall of the Divisions. This means that each Division,
regardless of its size, has the opportunity to have a newsletter, Distinguished Speaker, a website, etc. However,
due to the varyingsizeand complexity of the Divisions, there is nobudget to accommodate events acrossall22
Divisions other than atthe Annual Conference. Therefore, any Division events other than at the Annual Conference
need to be funded by some other means. Below is alistof options for Divisions thatwish to organize, or help
organize, events duringthe year.
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5.3.2 Options

e Consider smaller events
Informal gatherings such as “Meet-ups” for coffee, meals, sitetours, outings,and lectures are Division activities
that canbe easilyorganized.ldeally, a Division could hold such smaller gatherings acrossthecountry at various
times of the year. The Chapter and Division Relations Manager and the Divisions Committee Chair should bemade
aware of these events before they are organized. ATA can help promote such events through various channels
such as social media, the ATA Calendar of Events, The Chronicle, etc. If a Division chooses to have informal
gatherings, the Division Administratoris encouraged to appointthe Division’s event organizer/s to the Leadership
Council.

Divisionsareresponsiblefor arrangingthe event, includingfindinga location aswell as handlingregistration.
Ideally, these events would be “user-pay” and should not requirea significantdown payment for the venue. Events
should not be heldinany individual’s home for liability reasons. ATA may consider providing minor financial or
logistical assistance for such events on a case-by-casebasis, e.g., creditcard deposits for restaurants, tours, etc.
However, the responsibility for organizationrests primarily with the Division.

e  Co-locate with another ATA organization
In contrastto Divisions, ATA Chapters areseparate legal entities with their own bylaws and budgets. ATA Chapters
are closely connected with ATA through their annual reports and the ATA rebate program, which allots part of ATA
membership dues to the Chapters. ATA affiliates and other T&I groups (as listed on the ATA website) do not have
the same relationship with ATA as Chapters, but they can potentially hostevents with a Division.The key is that
the ATA affiliate or other group must be ableto assume full financial and legal responsibility for the event. Be sure
to contactHeadquarters if you are working with a group thatis not listed on the ATA website, so that they can be
added to the list.

No formal approval fromthe ATA Board of Directors is needed for events organized jointly by an ATA Chapter and
a Division, although Chapter and Division Relations Manager and the Divisions Committee Chair should benotified.
The ATA Chapter or affiliate, etc., must be responsiblefor signing contracts with venues and taking full financial
responsibility and liability for the event. ATA Chapters arealso eligiblefor “seed money” up to $500, to help
organizetheir events. The seed money is contingent on the Chapter submittinga proper budget and proposal form
to Headquarters as specified in the Chapter Handbook. The budget should includethe anticipated number of
attendees, registration fees, the costof the venue, catering, speaker travel and accommodations, and technology
costs,ata minimum. Ifthe event is profitable, the Chapter must repay the loan.If not, ATA absorbs this loss. This
alsomeans that any profits generated from such anevent belong to the Chapter and not the Division.

Co-locatingan event with a Chapter provides the Division with several options, from organizing meals/coffee
dates/sitetours as above, but also organizing one-day or multi-day educational sessions with invited speakers or
speakers from within the Division.Responsibility for budgeting, arranging the venue, and food rests with the
Chapter which may consultwith the Division. The Division can contributesignificantly to the success of the event
by providing nominations for speakers and topics and, of course, helpingto provideattendees. ATA can help to
promote events via The Chronicle, broadcastemail,social media, and online. Specific requests for very minor
fundingor assistancefrom ATA will beconsidered on a case-by-casebasis. ATA expects a hosting ATA Chapter to
providea registration discountfor ATA members. Ifa Division chooses to co-locate with another ATA organization,
the Division Administratoris encouraged to appointthe Division's event organizer/s to the Leadership Council.

5.3.3 Recommendations
Below aregeneral recommendations for creatinga Division eventin conjunction witha Chapter or smaller
Division-only events.

o Contact Headquarters
Ifyou areinterested in organizingan event for your Division, you mustcontact Headquarters first,ideally through
ATA's Chapter and Division Relations Manager. Headquarters mayaskfor additionalinformationorinrarecases,
refer your proposal for consideration to the Board of Directors. Headquarters can help you with invaluableadvice.
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They are experts inorganizingevents and will giveyou adviceand alertyou to any potential problems or
inappropriateactivities. They can also providerecommendations for determining the best type of event, venues,
logistics, speakers, etc., as well as where to get supportfrom alocal Chapter. Contact them earlyinthe process to
get help with planning.You will need to contactthem atleast3 months inadvanceifyou areinterested inhaving
the event listed in The Chronicle. This will help ATA keep track of and promote Division activity.

e  Start planning very early
Ifyou would liketo organizean event with a Chapter, even arrangea smaller meet-up, advanced planningis
required to accommodate the time ittakes for Headquarters to broadcastthe information and for people to make
time intheir schedule. Even though an event may be much smaller than ATA’s regular Annual Conference, these
events still requireallthesame activities in terms of budgeting, findinga proper venue, advertisingand promotion,
coordinating speakers, technical set-up, arrangingfood, registering participants, etc. [tmay even be necessary to
plansuch events a year or more inadvance.

e  (Create a budget
Even ifthe Chapter does not applyfor “seed money,” the Chapter shouldstill provide a budget for the event. The
Division may beasked to help with creatingthe budget. The budget must atleastbreak even or generate a profit.
The budget for large-scaleevents (other than at the Annual Conference) shouldincludethe following:

o number of anticipated attendees

costof the venue
speaker travel costs
speaker accommodation costs
speaker fees
technology costs at the venue
food/beverage costs
costof any advertisingnotmanaged by ATA
Registration fees

O O O O 0 O O O O

Event registration waivers (discounts)

Efforts can be made to find local sponsorship for partofthe event. Language services companies, TM suppliers, the
foreign language departments of local universities,and restaurants near the venue are all possiblesponsors.
However, itis importantnot to rely on this revenue inyour budget.

° Estimate conservatively
The key to a financially successful event is to budget conservatively. Often the organizers of an event are the most
enthusiastic supporters and tend to overestimate the number of attendees and minimize anyfinancialrisks.Be
sure to budget conservatively onrevenues and planto leaveextra financial cushion for costoverruns or
unbudgeted expenses. Efforts should certainly be made to attractattendees from beyond the Chapter hosting the
event, but for the purposes of budgeting, do not assumethat people will beflyingin for the event.

e Consider staff time
Itis importantto remember that ATA staff time alsohas a costassociated with it. Itis importantto be mindful of
the amount of ATA staff time required for assisting with such an event. Divisions will notbe billed back for time,
but must keep in mind that Headquarters staff must be ableto provideservices to all 22 Divisions. ATA
Headquarters can help advertisethe event or may review a contractwith a supplier. However, they cannot be
expected to organize speakers,locatean appropriatevenue, arrangefood and beverages, or collectregistrations.
As aresult, be sure to recruit sufficientvolunteers from within your Division to handlethe logistics.

° Find an appropriate venue
Pleaseremember that events organized by ATA Divisionsarea reflection of ATA as anassociation. Itis important
to projecta professionalimagenot onlyto the Division members but also to any non-members who may contact
you about attending the event. Therefore, itisimportantto carefully choosea venue thatis clean,safe, and
appropriate.

In many cases, hostingan event ina hotel is a good option becausethey have flexibility in terms of food, technical

equipment, and room sizes, however they can be expensive or requirecomplicated contracts. Universities and
colleges may be another good option, although sometimes itcan be more difficultto coordinatetechnical issues,
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find rooms that aren’t too big or too small,andtoarrangefood inthese places.Headquarters can help you to ask
the right questions when trying to book a venue.

e  Keep itsimple
Reducing the number of options for attendees makes budgeting easier and reduces the organizationallogistics. It
prevents havingtoo many sessions with too few attendees or lots of uneaten food.

For smaller food-based events, limiting menu options will make budgeting easier, even ifeach individual member
is expected to pay.Some restaurants will notnecessarily splitthe bill for larger parties. In terms of educational
sessions, try to focus on a few key subjectareas (e.g. medical interpreting for your language, or a singlefield for
subject-related Divisions). Itis better to have fewer sessionsthatare well attended than lots of sessions thatare
not as full. This may alsoreducethe number of invited speakers and associated travel costs for them.

Think twice before you includean overnight stay. Aside from havingthe ATA Certification examon the following
day, there is littlejustification for extending an event for more than one day. It means a huge increasein costto
the attendee (one more night at the hotel, three more meals away from home) and to the organizinggroup,
(meals, technology, and meeting space).

5.3.4 Precautions

e Do notignore other Division activities
Not everyone inthe Divisionwillbeableto attend your event. Itisimportantto provide the activities and benefits
that have been budgeted for all Division members, e.g., websites, newsletters, Distinguished Speakers, Annual
Conference speakers, etc. Be careful not to devote all of your meeting time and volunteer resources to any single
event.

. Do not wear out your volunteers
Organizingthese types of events can become very complicated andrequire a lotof time and energy. Try to keep
them simple.Be surethat you have a large pool of volunteers who are willingto help. If the event is successful, itis
important to recruitnew volunteers who can help ifthe event is repeated. Itis veryimportantto give loud
recognition to the organizers and volunteers. A good round of applause helps keep your volunteers happyand
willingto help.

e  Events organized by individual members are not ATA Division events
Ifan event is notapproved by ATA, the individuals who arranged this event are responsiblefor any liability or
losses.Such events arenot considered ATA events and will notbe advertised or receive financial or other support
from ATA or the Headquarters staff.In the interest of fairness to all Division members, Division leaders should not
use their position to organize non-ATA events. Ifyou arelucky enough to have individuals inthe Division who are
interested in organizing events, try to encourage them to consider helpingthe Division partner with a Chapter,
affiliate, or other group.
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6 Establishing or Dissolving a Division

ATA members who wish to establish a new Division requestthis ina petition to the ATA Board of Directors.In
additionto a valid petition,an aspiring Division musthave volunteers willing to take on the roles required to
providethe Division’s coreactivities (seesection 4).

6.1 Steps to Establishing a Division

1. Contact Divisions Committee Chair and Chapter and Division Relations Manager to discuss proposed Division.
2. With the Chair's approval to go forward, write a proposal to establish the Division. Headquarters can provide
proposal samples. Ifthe proposal isapproved, go on to the next steps.
3. Communicate informally with the potential members of the proposed Division to find core volunteers. (You may
request the help of Headquarters inidentifying such individuals among existing ATA members.)
4.0nce coreinterestis established,arrangewith Headquarters to send a petition broadcastemail, notifying the
membership that there isinterestin establishinga particular Division focusingon a particular area, and asking for
150 signatures from active, corresponding, or associate ATA members, atleast50 of whom must be activeor
corresponding members, who shall signify their desireto participateinthe activities of the Division.The broadcast
is written by the proposed Division'slead volunteer and must be approved by the Chair and Executive Director.
Headquarters sends the broadcastand interested ATA members must return the completed and signed petition
within 14 days of the firstbroadcast. A second broadcastwill besent withinthe 14-day period. Headquarters then
becomes the contact pointfor obtainingsignatures for the petition. All 150 signatures must be obtained before the
petition can be presented to the Board for approval.
5. Present at leastthe followingto the Board:
e A Board Action Request form
e The potential Division's proposal
e Apetitionlistrequesting Division status thathas a minimumof atleast 150 signatures from active,
corresponding, or associate ATA members, atleast50 of whom must be activeor corresponding
members, who shall signify their desireto participatein the activities of the Division.
e The name of an ATA member with voting status who is willingto serve as the new Division's Acting
Administrator
e The name of an ATA member with voting status who is willingto serve as the new Division's Acting
Assistant Administrator
e The name of an ATA member who is willingto be a newsletter or blog editor for the Division (can bethe
same person as either of the above, although this is notideal)
e The name of an ATA member who is willingto create a website for the Division (can bethe same person
as any of the above)
Volunteers who are not yet voting members should be encouraged to complete the online Active Membership
Review.

6.2 Board Approval

The Board must approve anyactionrelatingto establishinga Division. When the conditions for establishinga new
Division have been met, the Board will review the petition before voting to establish the Division as a partof ATA.
Note that the Board meets quarterly,and that completed submissions willbe due approximately two weeks before
each meeting in order to be considered. The Divisions Committee will work closely with the ATA Chapter and
Division Relations Manager to help new Divisionscompleteall necessary steps.

6.3 Dissolving a Division

Incertaincases,itmay become necessaryto dissolvea Division. According to the ATA Bylaws,the Board may take
this action for several different reasons (see Article XlIll, Section 6 of the ATA Bylaws). If a Division member or
leader feels that thisis anappropriatestep, they should confer with the Divisions Committee Chair and the ATA
Chapter and Division Relations Manager aboutthe procedure. Itis very importantto keep your membership fully
informed about any such proposed action andto be guided by their response as needed.
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Q&A

Why start a Division?
This may be the firstquestion you will find yourselfansweringas you look for people to joinyouinestablishinga
Division.There is any number of answers, and you may come up with some of your own as you meet colleagues.
Here are a few to startwith:

. Provideeducation specific to a language combination or specialty.

e  Offer a "home" for members with a common language or specialty within the larger association.

. Increasevisibility for a language or specialty within the Association.

. Keep members informed of news and events withina particular segment of the industry.

e  Assistthe ATA Conference Organizerinrecruitingspeakers relevant to professionalinterests.

e  Organize Annual Conference events for targeted networking among Division members.

e  Serve asaspringboardtocreate new languagepair certification:a language Chair and graders come from

this pool of talent.

Are we ready to start a Division?

Establishingan ATA Division requires a committed group of volunteers who have the time to work on organizing
the group. In the past,a Division was begun onlyto collapse becausethere were not enough volunteers. Thisis
disappointing for everyone—ATA members, the Board of Directors,and Headquarters staff. So we encourage new
Divisions with only one caveat: you must have enough interested members to make this work and keep it going.
And thatis often the hardestpart of establishinga Division.

How much does it cost to join a Division?
Division membershipisincludedinthe Association'sannual dues. ATA members canjoinany number of Divisions
throughout the year without payingany additional fees.

Why would a Division be dissolved?

If not enough volunteers can be found for the key positions to providethe core services, then Divisionsare
dissolved rather than allowed to linger dormant.
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7 Elections

As previously described, each Division has two elected leaders,an Administratorandan Assistant Administrator.
Elections occur every two years,and the election procedures arethe same for all ATA Divisions. Pleasereferto §5
of the Governing Policy for Divisions for the governing principles guidingthe process.

Leadership Council members should haveas littleas possibleto do with the election process, turningit over to the
Nominating Committee as soonasithas been formed. However, the Nominating Committee may ask Leadership
Council members for their objective opinions on other Council members. Uncontested elections conserve
resources and should be favored; however, when a Nominating Committee deems itimpossibleor undesirableto
present a singlecandidate for Administrator and/or Assistant Administrator, an election may be contested.

Any questions on this process should beaddressed to the Chapter and Division Relations Manager and/or the
Divisions Committee Chair.

7.1 Forming a Nominating Committee

Elections occur every other year. Inthe year when elections are NOT going to be held ina Division, some weeks
before the Annual Conference, the Leadership of the Divisionis required to send a broadcastaskingfor volunteers
to form a Nominating Committee who will handlethe election process duringthe followingyear. The committee
must consistofat leasttwo people, but may be larger. Most Divisions aimto have committees of three people as
odd numbers mean there are no ties. All Nominating Committee members must meet the requirements stated in
7.1.1 below.

In August:

. Headquarters sends out the Division’s call for Nominating Committee members before September 1

e  The Division Administrator notes volunteers

e  Volunteer eligibilityis verified (by sending names to the Chapter and Division Relations Manager)

At the Annual Meeting of the Division duringthe conference:

e The Division’s Annual Meeting agenda includes anitem called “Nominating Committee”

e  The meeting’s Chairperson, who is often the Administrator or Assistant Administrator, butcould be any
person appointed by them to chair the meeting, announces the names of committee volunteers and asks
for additional volunteers

e  The committee as then defined by the Chairpersonis constituted by acclamation of those present

Ideally, by the time the Division’s Annual Meeting occurs, each Division will already havetwo potential Nominating
Committee members who meet the criteria. More members canbe added at the meeting, without any upper limit.
When adding people during the meeting, efforts should be made to ascertainthatthey meet the eligibility criteria
or that they are willing to meet the eligibility criteria. Followingthe Annual Conference, administrator submits
nominating committee members' names to Chapter and Division Relations Manager to verify eligibility and to send
a broadcastannouncing the committee.

7.1.1 Requirements for Nominating Committee members
Nominating Committee members must:
e be voting members of ATA
e be members of the Division
e not be current members of the Division’s Leadership Council
e not be current members of a Leadership Council committee

7.2 Nomination Process

The Nominating Committee evaluates members of the Leadership Council or other members of the Division as
candidates for Administrator and Assistant Administrator and selects a candidate or candidates for each position.
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Candidates must be voting members of the association,and Nominating Committee members are not eligibleto be
a candidatein the Division election. Sincethe relationship between Administrator and Assistant Administratoris
often critical for the success of a Division, nominating committees should consider whether prospective nominees
would make a good team. Preference is given to candidates with previous involvement in the activities of the
Leadership Council.Candidates arestrongly encouraged to run for only one Division officeata time. Headquarters
sends a broadcastemail to Division members notifyingthem of the name(s) of the selected candidate(s).Should
Division members wish to see other candidates on the slateinaddition to the ones nominated by the Nominating
Committee, Division members may submit names to Headquarters. Qualified candidates mustbe added to the
slate. Candidates who have not previously volunteered for the Association or the Division may be asked to join the
Leadership Council. If any of these members are not currently involved inthe Leadership Council, they should be
placedin contact with the current Administrator, who should consider addingthem. Each additional nomination
must includea written acceptance letter and a candidatestatement from the candidateto be added. The Division
cancirculatein Division publications any additional candidate statements to its members andthe statements will
be on the ballot.

7.2.1  Steps for Slate Preparation

The slatepreparation process is up to the Nominating Committee. If a committee is notsure how to proceed, it
should consider the steps below.

1) Identify the strengths and weaknesses of the division’s offerings. Whatareas areworking well? W here are the
gaps? What kind of skills or experienceare needed?

2) Determine if current Administratoris eligibletorun again.Ifeligible, gaugetheir interestin runningagain.

3) Determine if current Assistant Administratoris eligibletorun again.Ifeligible, gaugetheir interestin running
againorinrunningfor Administratorif current Administratoris noteligible.

4) If more candidates areneeded, look at the websites and/or the online profiles and social media accounts of
Leadership Council members and officers to get a sense of their specializations, interests, and strengths and to see
ifany members would be particularly qualified to fill any gaps you see.

5) It can be helpful to “tag” potential candidates based on skills or experience they bring, e.g. social media
experience, responsiveness, enthusiasm/creativity. This helps to “rank” potential candidates.

6) Start contactingthem based on your ranking. When approaching potential candidates, be sureto indicateto
them why you are nominatingthem and highlightthe skills/experiencethey offer. It's alsoimportantto consider
whether or not they have the time for a new commitment, this is often the mainreasonthat people decline.

Ifthe committee isn'tsurehow to start, or who to evaluate, the committee might consider firstgaugingleadership
council members' interest by sendingan email to each member, givingbasicinfoaboutwhatthe committee is
doingand about the officer positions.

If Leadership Council members respond to the committee's email,then proceed to the evaluation process. Again,
the evaluation process is up to committee and couldinclude questions about experience on the council,
experience in T&l, and whether or not being a division officer isa goodfit for the council member.

Occasionally,a Nominating Committee will not be able to find a suitable candidatefor one or both positions. If this
happens, the committee should consider the following:

e Request that Headquarters send a "call for Leadership Council member" broadcast.

e Request that Headquarters send a "call for nominations" broadcast.

e Searchmembership directoryfor alistof Division members who are voting members. If needed, contact
ATA's Chapter and Division Relations Manager for instructions.

30



e Ask pastDivision officersand pastor current Leadership Council members, or past Nominating Committee

members, to recommend viablecandidates.
e Usethe Division mailinglistto make anappeal for candidates. (Check with list moderator first.)

Nominating Committee members may contact ATA’s Chapter and Division Relations Manager for a Leadership
Council listor a sampleemail.

7.3 Election

At the Division’s Annual Meeting, the new or re-elected Division Administrator and Assistant Administrator are
announced, whether elected by acclamation or contested election. Their term begins at the meeting.

7.3.1  Procedure for Election by Acclamation
Use this procedure if the Nominating Committee produces an uncontested slate:

° Inthe spring,atthe conclusion of the nomination process, the Nominating Committee submits to the
Chapter and Division Relations Manager a written acceptanceletter and a candidatestatement from each
candidatealongwith the committee's report. A samplereport will be provided by Headquarters to help
Nominating Committees.

. No later than 18 weeks before the Annual Meeting of the Division, Headquarters publishes slate of
candidates along with a written candidatestatement from each candidate, sendinga broadcastto
Division membership. This broadcastincludes a deadlineand procedure for adding candidates to the
slate. Additional candidates mustbe received within 45 days of publication of the slate, to allowtime to
hold an election.

If no additional candidates arereceived, the slateis approved: Results areannounced at the Annual
Meeting.

7.3.2  Procedure for Contested Elections

Use this procedure if the Nominating Committee decides to hold a contested election for one or both offices, or if
Headquarters receives additional candidates to be added to the ballotasin 7.3.1. A ballotbroadcastis sentby
Headquarters to Division members in mid-August. Ballotingis conducted by electronic ballotonly andincludes a
write-in slot. A write-in candidate receiving the most votes must also meet eligibility requirements and must accept
the position within 10 days of notification. Results areannounced at the Annual Meeting.

7.3.3 Announcement of Election Results

e The Division’s Annual Meeting agenda shouldincludeanitem called "Results of Election of Officers." The
person presidingatthe Annual Meeting announces that the Administrator and Assistant Administrator
were elected (whether by acclamation or contested election).

e  The membership then presumablyapproves and applauds. The person presiding then congratulates the
new officers on their election.

7.4 Tabulated process

The process and timeline areshown in flow chartformat below.
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September/
October
(12 months
before
Division
Meeting)
November
Immediately
after
conference

March-April

Early May
(Atleast 18
weeks before
Annual
Meeting of the
Division)

Mid-May
(18 weeks
before Annual
Meeting of
the Division)

Early July
(45 days after
publication of

slate)

Mid-August
(45 days
before Annual
Meeting of
the Division)

End of
August /
early
September
(30 days
before Annual
Meeting of
the Division)
September/
October
(Annual
Meeting of
the Division)
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Division Nominating Committee constituted at the

Annual Meeting of the Division.

At least two people. Both must be voting members of ATA,
Division members, and none may be current members of the
Leadership Council

Nominating Committee may issue call for Leadership
Council members, to be sent to all Division members

Nominating Committee evaluates members of the Leadership
Council/Division as candidates for Administrator and Assistant
Administrator. Preference is given to candidates with previous
involvementin the activities of the Leadership Council.

Nominating Committee submits the report with candidates’
names to ATA Chapter and Division Relations Manager
along with a written acceptance letter and candidate
statement from each candidate.

*When a Nominating Committee deems it impossible or
undesirable to present a single candidate for Administrator
and/or Assistant Administrator, it may submit a contested
slate for election.

Headquarters publishes slate of candidates along with a
written candidate statement from each candidate, sending
a broadcast to Division membership.

Deadline for receipt of nominations to add candidates to
slate; each nomination must include a written acceptance
letter and candidate statement from the candidate to be
added.

Ballot broadcast for contested elections sent to
membership by Headquarters; electronic process.

Deadline for receipt of ballots by Headquarters; electronic
process.



Q&A

How is the Nominating Committee for the Division chosen?

The Nominating Committee is approved by the membership present at the Division Annual Meetinginthe year
prior to a Division election. A call for volunteers goes out before the Annual Conference, and additional members
of the Nominating Committee may be added duringthe Annual Meeting of the Division. Thisis animportantgroup
of people ina Division, sinceitpresents candidates for the Administrator and Assistant Administrator positions for
election. Sinceit directly influences who will beleadingthe Division,italsoindirectly influences the makeup of the
Leadership Council,and the general direction the Divisionisheaded. Of course, the membership atlarge may
override this influence by contesting an election and nominating other people.

What happens if we don’t form the Nominating Committee at the Division Annual Meeting?

If no committee is formed at the meeting, or itis determined later that any of the members are not eligible, the
Administrator appoints committee members as soon as possibleafter then, andannounces the names to all
Division members. The announcement is broadcastthrough Headquarters.

Should we look for more than one candidate for each position?

As is clear fromthe wording inthe Governing Policy, the idea is that uncontested elections will bethe norm. The
Nominating Committee should recommend one candidatefor each position.As arule, unless there are factions
and diverse opinions on what the Division's mission and goalsshould be, there is noneed for a contested election.
If your Division’s Nominating Committee thinks itwould be unreasonableto recommend only one person for each
role, then the Nominating Committee should use the contested elections process. Typically, mostDivisions do not
have any issues with controversy that would mean an electionis needed. Infact, most Divisions havea hard time
getting one candidatefor each role. However, even when the committee doesn't present more than one
candidate, members will always havethe option to present analternate candidate.

One of the reasons for this system of selection, favoring people with Leadership Council experience, should lead to
Administrators who have previously worked in a Division, who know how they work, and canjump in quickly to be
an effective leader.Otherwise, new Administrators tooka whileto get up to speed, or missed anarea of Division
activity, or fell flatentirely becausethey never reallytook the task on board and delivered. Another impetus for
the change was to allow Division volunteers to focus on Division activities thatbenefit the members directly,
instead of spending time and effort on elections that were often simply a formality.

What guidance can | give the people on the Nominating Committee?

The idea is that they review all the people who offer to run and recommend the best candidatefor each position.
The Divisions do not have to followany set procedure. As long as they keep the Governing Policy and this
Handbook in mind, it can be done any reasonableway.

Ifthe Nominating Committee finds itimpossibletochoose asingleperson for either position, they canalways turn
to the followingfor practicaladvice:the ATA Nominating and Leadership Development Committee, the Divisions
Committee, the Chapter and Division Relations Manager, or others. For example, a board member who is alsoa
member of the Division mightbe a good choice. They will know what works well and will often be willingto help if
the Nominating Committee is not sure whom to recommend. The Nominating Committee should try to avoid
askingthe current Administrator and Assistant Administrator for their advice though. This is obvious if those
people want to serve another term, but itis alsotoavoidaccusations of cronyismfrom one Administration to the
next.

What happens when the people on the Leadership Council are not the best people for the job or are not willing
to run?
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If members of the Leadership Council arenot willingto run or ifthe Nominating Committee canjustifychoosing
alternative candidates who, for whatever reason, are not currently on the Leadership Council, they may do so. If
the nominees are not Leadership Council members, the current Administrator and Assistant Administrator should

invitethem to join.This will help to ensure a smooth transition.
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8 Division Finances

8.1 Principles of Funding Division Services

Funds allocated to Divisions by the Association areintended to provideexclusively for the core services mentioned
insection 4 above. There are no separateaccounts for Divisions. Division memberships areincluded in ATA
membership dues, and Division coreservices arefunded from the Association’s operating budget.

From time to time, a Division may elect to develop a specific projectoutside of the core services.Such a project
must potentially benefit a broad cross-section of a Division’s members. A proposal and a budget must be
submitted to Headquarters and must be approved by the ATA Board of Directors.

Division Administrators havefiduciary responsibilities to ATA. Volunteers are required by lawto actreasonably,
prudently, inthe best interests of the Association, and to avoid conflicts of interest. While Divisions aredistinct
special interestgroups within ATA, they are not separate, financiallyindependent entities. The ATA Board of
Directors bears responsibility for Division expenditures.

8.2 Budget Planning
The ATA fiscal year begins July 15tand ends June 30", ATA covers the costof all ongoing core services,such as the
regular publication of a newsletter, as well as one-time activities, such as a redesign of a Division website.

Any events held outside Annual Conferences are subjectto a separatebudget and must be plannedto atleast
break even. See section 5.2 above. Additional activities aresubjectto Board approval with the submission of a
Board Action Request (BAR) by the Division Administrator. Contactthe Chapter and Division Relations Manager for
assistance, keepingin mind the Board meeting calendar.

8.3 Fiduciary Responsibility

Funds cannot be spent for the solebenefit of anindividual or a small group within the Division. A Division may
coordinatea voluntary donation of funds from members for a specific non-political cause. An example might be
the purchaseof a wreath for the funeral of a former Administrator.

8.3.1 Contracts
Contracts for Division events and publications mustbe submitted to Headquarters for review and approval.

8.3.2 Payments
If any Division activity requires a deposit, a written request detailingthe reason for the payment must be
submitted to Headquarters.

Invoices for an event or publication mustbe submitted to Headquarters. Invoices aresubmitted by the payee.

Requests for payment of editor and webmaster honoraria mustbe approved by the Administrator and then
submitted to Headquarters. Use the form in Appendix 1: Request for Payment of Editor’s Honorarium Form

8.4 Expenses and Reimbursements

Accordingto ArticleVIIl, Section 1 of the ATA Bylaws, “Officers, Directors, Chairmen and members of committees
of the Association or any of its Chapters or Divisionsshallreceiveno salary or other compensation with the
exception that editors of Division and Chapter publications may receive a modest honorarium, as authorized by the
Board. Duly authorized expenses incurred on behalf of the Association shall bereimbursed.”

Itis importantfor Division officers to claimthe approved expenses that they incur for their Division. Claims must

be made within 90 days of the receipt date. This is partof professionalismandis necessarysothatATA's budget
accurately reflects the costs of doing business. Administrators mustkeep receipts for approved expenses a nd
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submitthem with the “Request for Reimbursement Form” for reimbursement. Use the form in Appendix 2:
Request for Reimbursement Form

Travel expenses are not ordinarily reimbursed. Because Administrators arerequired to represent the Division
duringits activities (attend the Welcome Celebration, greet the distinguished speaker, attend/organize the Division
offsite event, etc.) Administrators' conferenceregistration fee is waived. The waiver is offered for one term,
beginningthe year after the Administratoris elected. In other words, each Division Administrator receives two
conference waivers. Assistant Administrators' conferenceregistration fees arenot waived. Division officers, other
than the Administrator, must also pay for their Annual Conference registration. Weare a volunteer association and
we are not able to reimburse for travel or waive registration fees for all of our volunteers.
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Appendix 1: ATA Request for Payment of Editor’s Services (Honorarium)

An honorarium paidto a Division webmaster, newsletter editor, or layout designer is intended as a token of
appreciation for the time volunteered. It does not reflect current market rates.

Today’s Date:

Charge To:

Amount Requested:

O ALD — Arabic Language Division
O AVD - Audiovisual Division

O CLD - Chinese Language Division
O DLD - Dutch Language Division
O EdD - Educators Division

OFLD - French Language Division
O GLD - German Language Division
O GovD — Government Division

O ID — Interpreters Division

O ILD - Italian Language Division

O KLD - Korean Language Division

O LawD - LawDivision

O LD - Literary Division

OLTD - Language Technology Division
[0 MD — Medical Division

O ND- Nordic Division

O PLD - Portuguese Language Division

O sLD - Slavic Languages Division
O sPD - Spanish Language Division
O s&TD - Science and T echnology Division

Vendor’s tax ID number
or individual’s social
security #:

Name:

Street Address:

Apartment/Suite:

City, State Zip

Description of Services

Approved By:

Name of Publication Issue Date
[ Content — Account #500-0060
CIweb — Account #500-0110
[ Layout — Account #500-0070
Approved by Division Print Name
Administrator
Signature Date

For Accounting Use Only

Date Approved:

Date Paid:

Amount Paid: Check #:

225 Reinekers Lane, Suite 590 e Alexandria, Virginia 22314 e Tel: (703) 683-6100 e Fax: (703) 683-6122 e Online: www.atanet.org
Return this form to ATA Headquarters to the attention of Jamie Padula, Chapterand Division Relations Manager

Appendix 1: ATA Request for Payment of Editor’s Services (Honorarium)



Appendix 2: ATA Request for Reimbursement Form

Today’s Date:

Amount Requested:

Charge To: Check one only. Use separate form for expenses charged under another category.

LJ Headquarters L1 oOfficers/Directors

[1 Committee (specify):

[l Member Services [1 Conference

Ll Division (specify):

L1 Certification

L1 Other (specify):

Payable To: Reimbursement will be delayed without complete information. Please print.

Name: Phone:
Street Address: Apartment/Suite:
City: State/Province:

Zip/Postal Code:

Country:

Purpose for Reimbursement: Please itemize expenses. Bill or receipt for each item must be attached.

Item Description

Account

Amount

Total:

Signature:

I confirm the amount indicated above has been (will be) actually spent for the purpose(s) indicated.

For Accounting Use Only:

Approved By:

Date Approved:

Send Form to: ATA, 225 Reinekers Lane, Suite 590, Alexandria, VA 22314 USA e Fax: +1-703-683-6122

Return to: Jamie Padula ¢ 225 Reinekers Lane, Suite 590 ¢ Alexandria, Virginia 22314 e Tel: (703) 683-6100 * Fax: (703) 683-6122

Appendix 2: Request for Reimbursement Form



Appendix 3: Getting Started with your ATA Webinar Proposal
[Division name] is pleased to hear you are interested in submitting a webinar proposal!

Please read the information below and contact [contact name]
at [contact email] if you need to clarify any points.

Speaker profile:
Itis importantfor the speaker to be dynamic —webinars arevery different from in-person presentations,and some
speakers find the silenceand lack of feedback in a webinar disconcerting. Pleaseconsider thatbefore writinga

proposal.

Languages:
You may present your webinarin English, [insertlanguage], or both.

Topics:
Based on webinar audienceevaluations, here's what ATA would liketo have:
e Intermediate to advanced level presentations that offer practical, ready to use information, for example,
"Translating Civil Procedurefrom Portuguese into English."
e More general subject matter thatis business related, specifically somethingthat affects income, for
example, "Working with Direct Clients."
e Improvingspecific skills, for example, "An Introduction to Note-taking for Interpreters."
e Workinaparticularsegment of the industry, for example, "Translating Patents for Evidence and PCT
Filing."

Inshort, the content must be relevantto [Division name] members.

Honorarium:

ATA offers an honorariumto the webinar speaker. The honorariumfor a 60-minute webinar presentation is $300.
Iftwo speakers aresharinga presentation, then the honorarium is evenly splitbetween them. Longer webinars are
possiblewith a corresponding honorariumincrease. The ATA Headquarters/ATA Professional Development
Committee will confirmthe honorariumto the speaker if the webinar proposalis approved.

Note:
Although webinars are offered once liveand then made availableon demand (https://www.atanet.org/webinars),
the honorariumis a one-time payment, i.e. no royalties are paid to speakers.

How to apply:
Pleasecomplete the attached form for each presentation you areproposingand email it to Mary David, ATA
Headquarters Project Development Manager, at webinars @atanet.org.

Optional step:
If you would liketo send [Division name] a draft of your proposal beforesubmitting it, we will be happy take a look
and give you feedback.

Thank you for your interest!
Please note that [Division name] is not in charge of processing/approving webinar proposals.
The fact that we are encouraging you to submit a proposal
does not mean itis automatically approved.
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Appendix 4: Nominating Committee FAQs

This document is intended to provide guidance for Division Nominating Committees. Any questions on the process
of preparing a slate should be addressed to ATA’s Chapter and Division Relations Manager and the Divisions
Committee Chair.

How is the Nominating Committee for a Division formed?

In August, the Division Administrator asks for Nominating Committee volunteers. If requested by the Division
Administrator, HQ sends a call for volunteers broadcast before the Annual Conference. The Nominating Committee
is then approved by the membership present at the Division Annual Meeting in the year prior to a Division election.
Additional members of the Nominating Committee may be added during the Annual Meeting of the Division.

How many members should a Nominating Committee have?

Nominating Committees must have at leasttwo members. Most Divisionsaimto have committees of three people
as odd numbers mean there are no ties. There is nocapon the number, but goingover three members can make it
hard on a committee to schedule activities.

What if a member of the Nominating Committee resigns?

If the number of members on a Nominating Committee drops below two, the Division Administrator mayaskfora
new volunteer or mayask HQ to send a “call for volunteer” broadcast. |Ifa new member is added, another broadcast
must be sent announcing the new committee.

Can Leadership Council members join a Nominating Committee?

No. This is because the Leadership Council serves as the pool for potential candidates.

Can Nominating Committee members run for office?

No, Nominating Committee members are not eligible to run for office because the Nominating Committee is
approved to evaluate members of the Leadership Council or other members of the Division for office.

Does the Nominating Committee report to the Division officers or the Leadership Council?

The Nominating Committee is anindependent body and mustkeep its work separatefromregular Division activities.
It has no obligation to update officers or Leadership Council members on its progress, nor should it ask officers or
Leadership Council members for assistance.

How should the Nominating Committee approach its job?

The Nominating Committee should evaluate current officers and members of the Leadership Council forits slate. If
the Nominating Committee finds thattwo or more Leadership Council members are suitablefor a vacancy, and can't
decide on one candidate, the Nominating Committee has the option of running a contested slate.

What if the Nominating Committee cannot find any volunteers?

In this case, the Chapter and Division Relations Manager can send a broadcast email to the Division membership
calling for candidates. Every effort should be made to have an eligible candidate added to the Leadership Council

before the election.

How does the Nominating Committee present its slate to ATA HQ?
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The Nominating Committee must submit candidate acceptance letters, candidate statements, and a committee
report to the Chapter and Division Relations Manager. Guidelines on this process will be sent to Nominating
Committees well before the deadlinein early June.

Can the Nominating Committee revise a candidate’s statement?

The Nominating Committee may suggest revisions to a candidate’s statement. For statements that are not factual,
the Chapter and Division Relations Manager will request a revision from the candidate. The Divisions Committee
mediates any disagreement.
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Appendix 5: Verifying Division Membership

Checking for individual membership

1.

e wN

Go to this link:

https://www.atanet.org/membership/membershipdirectory.php

Log inusingyour member number and password.

Inthe directory, scroll downto "name" or "email." You can enter a name or email to search.
Then scroll down to "ATA Divisions"and choosea division fromthe menu.

Click "Search."

Checking for organization membership

1.

e wnN

Go to this link:

https://www.atanet.org/membership/membershipdirectory_org.php

Log inusingyour member number and password.

Inthe directory, scroll downto "company name" or "email." You can enter a name or email to search.
Then scroll down to "ATA Divisions" and choosea division fromthe menu.

Click "Search."

Displaying an alphabetical list of individual Division members

1.

uewnN

Go to this link:
https://www.atanet.org/membership/membershipdirectory.php
Log inusingyour member number and password.

Scroll down to "ATA Divisions"and choosea division fromthe menu.
Select the option “Sort by Last Name”.

Click"Search."
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