Appendix 11

Policies for Division Publication Tools
The following guidance and policies are intended to assure that the various Division publication tools are used effectively and as intended to further the mission of the Division.  As with any policies, there will occasionally arise special circumstances that may fall outside the policies and that may merit consideration.  In these instances, a proposal describing the special opportunity and it’s potential importance to the Division mission and membership can be brought before the Executive Committee for their approval.  Otherwise, the following policies will be adhered to.  It is understood that all references to a formal agreement in this guidance and policy statement refer to agreements which have been approved by the Executive Committee.

CD-ROM
The primary target audience for the CD-ROM is Division members.  At present, the CD-ROM is the Division’s primary vehicle for conveying the following information to members:  


e.g.



Extended abstracts



Election information & ballots



Business meeting announcements



Information about Division (repeated on web site)



EnvirofACS newsletter

Other organizations newsletters will not be included on the CD-ROM.  If the Division has a formal agreement with another organization which allows material from that organization to be included on the CD-ROM, those materials may include a like to a website where a newsletter can be viewed or downloaded.  

Meeting announcements for other organizations will not be included on the CD-ROM unless the Division has a formal agreement with the organization specifically allowing such announcements.

There will be no commercial advertising on the CD-ROM.

As a general rule, nothing goes on the CD-ROM unless it is Division business, Division co-sponsor related or is expressly approved by the Executive Committee.  

Newlsetter
At the Fall 2002 meeting in Boston, the Executive Committee approved a motion to go back to having a written newsletter (as opposed to the web site being the “newsletter”) and that this newsletter would be distributed via the CD-ROM in pdf format.  

The target audience of the newsletter is Division members.  The newsletter is the primary tool for conveying timely Division business information to the membership.  Such information includes:



Outcome of election results



Executive Committee news and action items



Councilor’s reports



Important ACS activities relevant to Divisions

A secondary objective of the newsletter is membership development.  In this context, the newsletter is a benefit for members only and should include member recognition (thus, supporting membership retention).

The newsletter should never reference commercial sites or activities.

There will be no commercial advertising.

Articles or features of other meetings should only be included for those co-sponsored by the Division.  Other references to other meetings restricted to date/location/further information in an “upcoming meetings” style “filler”

Suggested appropriate topics include:

Chair’s comments, secretary and/or treasurer reports (without confidential financial information), councilor’s reports, CEI reports, articles on how our programs operate, award winners (either lists of winners or special features for major award winners e.g. Distinguished Service), notable members.  What about job announcements??  That could be a revenue generator with out advertisements.

Website

The target audience of the Division web site is all chemists, chemical engineers or other environmental professionals – including all our members.  The primary objective of the web site is to promote Division programming.  Secondary objectives include membership development and to facilitate distribution of important environmental science information (as is consistent with the Division’s mission).

The primary reason we created a web site was to serve as a vehicle to support Division symposia.  Since we are seeking participation (both in terms of contributing to symposia through serving as an organizer or presenter and through attending the meetings) from both members and non-members, the web is an ideal tool.  

The Division web site should not reference , a host organization, any  commercial sites or non-Division activities ( My wording is not great, but is intended to keep someone like non-profit from hosting and using it as an advertisement vehicle.) 

The web site should provide high profile featuring of other meetings only if we have a formal agreement which so stipulates.

All other references to other meetings restricted to date/location/hot link in an “upcoming meetings” button.

The web design should make every effort should be made to focus attention on Division programming including:

calls for papers, information on submitting abstracts, articles or features on symposia to enhance attendance, listing of the schedule etc.

Website vs. newsletter relationship

Based on the discussion and decision approved in Boston, 2002:

1.
The web site and newsletter are unique and different entities

2.
The newsletter should be distributed in a pdf format the members can print to make a hardcopy

3.
That the content of the newsletter should be unique to the newsletter with only a few articles later appearing on the website (with clear notation they were re-printed from an earlier issue of the newsletter).  Thus, the web site would borrow limited content from the newsletter; not visa versa.
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