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Article One: Mission Statement  
  
The Roundtable for Early Professionals and Students (REPS) provides a forum for discussion 
and professional growth among members of the New England Archivists (NEA) who are in the 
early stages of their archival careers. These members include professionals, paraprofessionals, 
interns, and volunteers engaged in archival work; individuals who are transitioning into or are 
interested in pursuing archival careers; and students enrolled in archival courses of study. Any 
NEA member, regardless of experience level or years in the profession, who is interested in 
furthering the aims of this forum, is welcome to join REPS. 
  
 

Article Two: Statement of Goals and Objectives 
  
1. To foster discussions in areas of interest to students and early professionals, such as: 

A. How to obtain, and succeed in, a professional position. 
B. How to engage in, and contribute to, the field of archives through such professional 
outlets as conferences, publications, and leadership opportunities in professional 
organizations. 
C. How to capitalize upon archival and continuing education. 
D. How to start and build upon professional networks. 

  
2. To encourage REPS members to participate in and assist with NEA's initiatives by: 
          A. Facilitating discussions among REPS members on NEA topics and programming ideas. 
          B. Assisting REPS members with getting more involved with NEA. 
          C. Giving REPS members the tools that they need to become future NEA leaders. 
          D. Connecting REPS members with NEA leaders. 
  
3. To collaborate with other groups representing students and early professionals in order to 
advocate on behalf of early-career archivists. 
  
4. To encourage relationships between students and early professionals and those already 
well-established in the field by creating a space for them to communicate with one another 
outside of the work environment. 
  
 
  



Article Three: Membership 
  
Any member of NEA, regardless of experience level or years in the profession, may become a 
member of REPS. To be considered a current member of REPS, who can vote in elections and 
participate in events, members must be in good standing with NEA and be on the REPS listserv. 
  
 

Article Four: Governance 
  
1. Co-Chairs of REPS: 

A. The co-chairs are elected by a simple majority of voting REPS members, and must be 
members of both NEA and REPS before their election. There will be two co-chairs: one 
co-chair must be an early professional and the other co-chair must be a student with at least 
one year of coursework remaining before his or her position begins. Each co-chair will serve a 
term of one year and the co-chairs will begin their term at the end of the NEA spring meeting. 
Both co-chairs can be re-elected and can serve multiple concurrent terms. 

  
B. The co-chairs will direct and report the activities of the roundtable, organize and run the 
REPS annual meeting, lead the steering committee, and handle administrative duties. The 
early professional co-chair will take on the additional responsibility of serving as the main 
liaison and official representative between the NEA Executive Board and REPS members, 
and will represent REPS at NEA Executive Board meetings when necessary. The student 
co-chair will support the early professional co-chair with these efforts and may fill in at board 
meetings if necessary. 

  
 C. The co-chairs’ major duties, outlined by NEA's "Roundtables Policies and Procedures"  
guide, include: 

a. Familiarizing themselves and working with NEA bylaws, NEA policies and procedures, 
and NEA's "Roundtables Policies and Procedures" guide. 

b. Familiarizing themselves and working with REPS’ bylaws and REPS’ goals and 
objectives. 

c. Working with the REPS Steering Committee to plan programs, review the roundtable’s 
goals and objectives, submit financial requests, and manage REPS' finances. 

d. Preparing and submitting an annual report on REPS' activities to the NEA Executive 
Board no less than ten days prior to the board meeting held in conjunction with the NEA 
spring meeting.  

e. Submitting any changes in REPS' goals and objectives to the NEA Executive Board for 
approval. 

f. Calling and chairing REPS’ meetings. 
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g. Serving as an official representative of REPS at events within the roundtable’s sphere of 
interest. 

h. Managing and resolving conflicts within REPS. 

i. Providing leadership and direction in policy matters for REPS. 

j. Marketing REPS and its activities to other NEA members. 

k. Volunteering and serving on various NEA committees (such as a program committee or 
the education committee) as a representative of REPS. 

l. Ensuring that there is at least one REPS meet-up per year outside of the NEA meetings. 

m. Delivering programming that will assist REPS members with connecting with all 
members of NEA (i.e., creating mentoring opportunities, supporting and attending NEA 
events outside of the NEA meetings, and hosting events that will include and welcome all 
NEA members). 

n. Connecting with all REPS members and making sure that REPS is addressing their needs 
in their programming efforts. 

o. Making sure that REPS leaders make special efforts to include REPS members who live 
outside of the Boston area in REPS initiatives and programming. 

p. Soliciting and appointing REPS volunteers, with consultation of the steering committee, 
to serve as members-at-large of the steering committee when needed. 

q. Maintaining, updating, and working in REPS’ virtual workspace (i.e., PBworks or any 
other platform NEA endorses for roundtable use). 

r. Working with the steering committee members to organize REPS' elections and voting. 
  

2. Steering Committee Members of REPS: 
A. The steering committee members are elected by a simple majority of voting REPS 
members, and must be members of both NEA and REPS before their election. All members of 
steering committee will serve a term of one year beginning at the end of the NEA spring 
meeting. At least one member of the steering committee must be present at the spring 
meeting. Steering committee members may be reelected and can serve multiple terms. 

  
B. The steering committee will have the duties outlined by NEA's "Roundtables Policies and 
Procedures" guide and will work to support the co-chairs. In addition to their general duties, 
each steering committee member will run and be elected as either the Secretary for REPS, the 
Student Liaison for REPS, the Website and Social Media Coordinator for REPS, or the Events 
Coordinator for REPS. All steering committee members may be early professionals or 
students. The only exception is the REPS Student Liaison steering committee member, who 
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must be a student and have at least one year of coursework remaining before his or her 
position begins. 

  
 C. The steering committee member who is elected as the Secretary will serve as the official 
record keeper of the roundtable and is responsible for compiling and sharing minutes from the 
steering committee meetings and annual REPS meetings, responding to and managing REPS' 
email account, and documenting any events that the group may have. The Secretary's other 
major responsibilities include managing the REPS listserv and the REPS membership roster. 
The Secretary will work with the co-chairs and other steering committee members to decide 
how the listserv should be used and if a member-at-large of the steering committee should be 
appointed to help with managing the listserv. If a member-at-large is appointed, the Secretary 
will direct the work of the member-at-large and help create a smooth workflow for him/her. 
Furthermore, the Secretary will ensure that guidelines for the listserv are in place and 
followed, and that information on the listserv and the membership database is up-to-date and 
maintained accordingly. 

   
D. The steering committee member who is elected as the Student Liaison will work with 
student members of NEA and the schools that they attend to ensure that student needs are 
addressed in REPS’ programming. The Student Liaison will attend events at schools with 
archival students as a representative of REPS, will reach out to students and encourage them 
to participate in REPS’ events and other NEA programming efforts, and will report to the 
co-chairs and other steering committee members about any special concerns or topics that 
students would like addressed by REPS. The Student Liaison will make an effort to reach out 
to students outside of the Boston area. 

  
E. The steering committee member who is elected as the Website and Social Media 
Coordinator will direct and manage all forms of REPS’ communication on the website and on 
social media platforms. REPS communications channels are outlined in Article Five: 
Communications. The Website and Social Media Coordinator will work with the co-chairs 
and other steering committee members to decide how to use these different platforms and how 
many members-at-large of the steering committee should be appointed to help with managing 
them. In addition, the Website and Social Media Coordinator will work closely with the 
members-at-large appointed to assist with REPS' communication outlets. He or she will direct 
and facilitate meetings with the members-at-large and help create smooth workflows for the 
team. Furthermore, the Website and Social Media Coordinator will ensure that all guidelines 
for these platforms are in place and followed, and that information on all of these platforms is 
up-to-date and maintained accordingly. 

  
F. The steering committee member who is elected as the Events Coordinator will take the lead 
in arranging and supervising REPS events, assisted by other members of the steering 
committee and members-at-large. These events may include tours, meet ups, and any other 
events which REPS chooses to organize. The Events Coordinator is responsible for planning 
events, contacting and arranging meeting places, and handling any funds. He or she will work 
with other steering committee members, such as the co-chairs on finances and the website and 
social media coordinator for publicizing and disseminating information about events. This 
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member will be voted into office beginning in the Spring 2017 election. 
 
G. The steering committee members’ major duties, outlined by NEA's "Roundtables Policies 
and Procedures" guide, include: 

a. Familiarizing themselves with NEA bylaws, policies and procedures and NEA's 
"Roundtables Policies and Procedures" guide. 

b. Familiarizing themselves with REPS’ bylaws and REPS’ goals and objectives. 

c. Helping plan and conduct events and programs for the roundtable. 

d. Securing space and supplies for REPS activities. 

e. Assisting with raising funds for REPS activities. 

f. Approving expenditures for activities. 

g. Advertising and marketing the roundtable to prospective members. 

h. Verifying the validity of the roundtable’s membership against the membership list 
maintained by the NEA Membership Secretary. 

i. Communicating with NEA members on the roundtable’s activities. 

j. Posting roundtable-related announcements to NEA listservs. 

k. Facilitating participation by members in the roundtable’s activities. 

l. Assisting with electing and appointing members-at-large of the steering committee in 
conjunction with the REPS co-chairs.  

m. Managing projects and tasks requested by the NEA Executive Board, committees, task 
forces, and the REPS co-chairs. 

n. Facilitating proposals for sessions and programs at NEA meetings and coordinating with 
the NEA Executive Board and other NEA committees, task forces, and other roundtables 
on developing sessions, projects, and programs for NEA meetings. 

o. Working with the co-chairs to organize elections and voting. 
  
3. Members-at-Large of the Steering Committee: 
Members-at-large are non-voting members of the steering committee selected by the co-chairs 
and the steering committee. Members-at-large are not required to attend meetings of the 
co-chairs and steering committee. Member-at-large positions may include blog, website, and/or 
other coordinator positions as deemed necessary by the co-chairs and steering committee.  
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4. Meetings: 
A. The REPS membership will meet once per year at the NEA spring meeting. The time and 
agenda will be announced prior to the meeting on all communication channels outlined in 
Article Five: Communications. 

  
B. The co-chairs and steering committee will convene in-person or remotely (virtually or by 
phone) on a regular basis and as needed, as determined by the co-chairs and steering 
committee members. 

  
C. REPS members are encouraged to gather and meet outside of the NEA spring meeting, 
including at regional and national conferences, informally, or virtually. 

  
5. Elections and Voting: 
     A. Elections: 

a. Elections for the REPS co-chairs and the REPS steering committee will occur annually 
in the week prior to the NEA spring meeting. The co-chairs and steering committee 
members are responsible for organizing the election and voting, and for ensuring that all 
actions comply with the rules set forth in these bylaws and in NEA's "Roundtables Policies 
and Procedures" guide. Nominations for these positions may be submitted by any REPS 
members and must be submitted at least 30 days prior to the elections. Nominees must be 
REPS members in good standings with NEA at the time of the election. 

b. The co-chairs and steering committee may seek aid from members-at-large of the 
steering committee and REPS membership to assist with the nomination and election 
processes. The co-chairs and steering committee will be responsible for ensuring adequate 
balance between early professional and student candidates. The co-chairs and steering 
committee will seek nominations and publicize the elections on all communication 
channels outlined in Article Five: Communication. 

c. The co-chairs and steering committee, with the aid of members-at-large of the steering 
committee as needed, will be responsible for assembling and disseminating the slate of 
candidates along with any accompanying information and/or candidate statements. The 
slate of candidates and any accompanying information will be made available to the REPS 
membership two weeks prior to the election. 

d. The results of the elections for co-chairs and steering committee members will be 
announced first at the roundtable meeting at the NEA spring meeting, and then by all 
communication channels outlined in Article Five: Communications. 

  
     B. Voting: 

a. All voting will take place electronically using the platform of the co-chairs' and steering 
committee's choosing. Elections for co-chairs and steering committee members will be 
determined by a simple majority of voting REPS members. If no candidate receives a 
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simple majority of votes for a position, the co-chairs and steering committee will conduct a 
run-off election between the two candidates receiving the most votes following the same 
procedures used for the initial election. Other business votes not explicitly outlined in these 
bylaws will be determined by a plurality of voting REPS members. Amendments to these 
bylaws require a two-thirds majority of voting REPS members as outlined in Article Six: 
Amendments. 

  
6. Financial:  
    REPS is expected to raise funds and provide its own resources to support its activities. 
However, during the NEA fall meeting, REPS may petition the NEA Executive Board for funds 
to finance some of its activities for the upcoming year. The NEA Executive Board does not 
guarantee funding. Details on financial support are found in NEA's "Roundtables Policies and 
Procedures" guide. 
  
7. Activities: 
    REPS programming will aim to provide a range of activities to support the varied needs of its 
membership, with a minimum of one meet-up activity per semester. Potential activities include, 
but are not limited to: organizing a first-timers meet-up or activity at either or both NEA chapter 
meetings; organizing a happy hour/networking activity in conjunction with NEA chapter 
meetings; and providing guidance on the SAA annual meeting such as tips for navigating the 
conference.  
  
 

Article Five: Communication 
  
1. Listserv: 
     The REPS listserv is primarily intended as an outlet to promote NEA and REPS events, blog 
posts, and other messages to REPS members. Any REPS member may use the listserv as long as 
the Listserv Guidelines are observed. The REPS listserv will feature a periodic aggregated 
newsletter, which includes news stories, education and training opportunities, local 
archives-related events, and other pertinent items. Listserv communications may also 
include individual news stories and/or important announcements as deemed appropriate by the 
listserv manager such as: posed questions/topics, significant news stories relating to archives, 
questions brought up through the blog posts, and discussions of articles or books or events. All 
listserv communications should adhere to the Listserv Guidelines.  
  
2. Social Media: 
     The REPS social media accounts are primarily intended as an outlet to promote NEA and 
REPS events, blog posts, activities, and other messages to members of REPS, NEA, and the 
general public.   
  
3. Website:  

A. The co-chairs and steering committee, in particular the Website and Social Media 
Coordinator, will work with the members-at-large to maintain the website, keeping an 
up-to-date list of the REPS leadership, REPS members’ work with NEA, meetings, events, 
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and resources for REPS members. 
  

B. The REPS website will be a place for the leadership to communicate with members and for 
members to communicate with other members and REPS leaders. 

  
C. The REPS website will serve as the public interface between the roundtable and its 
members, the larger NEA community, and the general public. 

  
 D. The REPS website may include a blog, which will include posts on topics related to the 
archival profession, REPS, and NEA. 

  
 

Article Six: Amendments 
 
1. Amendments to these Bylaws may be proposed by any REPS member in good standing as set 
forth in Article Three: Membership. Such proposed amendments must be submitted in writing to 
the co-chairs and steering committee 60 days prior to the NEA spring meeting and must then be 
publicized by all communication channels as outlined in Article Five: Communications at least 
30 days prior to the NEA spring meeting. Such proposed amendments must be in accordance 
with NEA's "Roundtable Policies and Procedures" guide, as determined by the co-chairs and 
steering committee, and if necessary, the NEA Executive Board. A discussion of the proposed 
amendments may take place virtually, as well as at the REPS meeting during the NEA spring 
meeting. 
 
2. After fulfilling the requirements for notice and discussion, proposed amendments will be 
voted on immediately following the NEA spring meeting. A simple two-thirds majority of voting 
REPS members, voting in accordance to the procedures set forth in Article Four: Governance, 
Section 5, will constitute passage. 
 
3. When the NEA Executive Board amends the "Roundtables Policies and Procedures" guide in 
such a way that affects specific provisions set forth in these Bylaws, then those provisions will 
be considered amended immediately and will not require a vote by the REPS membership. 
 

NEA REPS Bylaws: May 8, 2016 8 
 


