Duties

Executive Committee
Purpose: The purpose of the Executive Committee is to serve as the Senior Management Team responsible for ensuring the overall growth and financial health of the Division. 

Composition: The composition of the Executive Committee is dictated by the Division’s bylaws. The Executive Committee usually consists of the standard elected Division officers—the chair, chair-elect, immediate past chair, secretary, treasurer, and councilors. These officers are voting members of the Executive Committee. Some Divisions also elect directors and members-at-large who also serve on the Executive Committee as voting members, by virtue of having been elected by Division members. Divisions may also invite the chairs of some or all of the Division standing committees to serve as either voting or nonvoting members of the Executive Committee, along with individuals who serve as liaisons with other organizations. The Division procedures manual should clearly spell out the composition of the Executive Committee and who serve as voting or nonvoting members. If a Division’s Executive Committee is very large, the Division should consider forming a small steering committee composed of the elected officers and others, if deemed necessary.

Term of Office: The terms of office of voting members are noted in the section on elected Division officers. Other voting and nonvoting members serve on the Executive Committee while holding the position that entitles them to participate on the committee.

Responsibilities:

· Develop, implement, and monitor the Division strategic plan; review annually and revise as needed.

· Ensure that the Division’s administrative framework supports the Division’s current goals.

· Oversee the finances of the Division and ensure the Division’s overall financial health.

· Provide management guidance to the Division’s committees to ensure that their activities are in alignment with the Division’s mission, goals, and objectives, as well as those of the Society.

· Maintain an awareness and understanding of the current needs and expectations of Division members.

· Ensure that the Division’s activities (technical programs, membership recruitment, educational outreach, etc.) meet members’ needs.

· Ensure that the Division adapts to meet the changing needs of its members as the science of chemistry and its supporting technologies evolve.

· Encourage cooperative ventures within ACS and with other societies at the local, regional, national, and international level.

· Ensure that the Division operates in accordance with the Division and Society bylaws.

· Communicate on a regular basis with Division members; facilitate interactive communication.

· Communicate and work in cooperation with ACS Headquarters and ACS Governance.

· Encourage and recognize member participation in ACS Governance.

· Recognize and reward member contributions to the Division.

· Ensure that succession planning is in place for all key Division leadership roles.

· Lead by example.

Timetable: 

JANUARY

All Officers: Submit highlights of the prior year’s activities to the Division secretary to assist in the preparation of the Division annual report. Remember: The annual report is the responsibility of the officers who served during the year covered by the report. The report should include an accounting of the past year’s planned goals and objectives, as well as those planned for the coming year. The outgoing officer drafts that portion of the report covering the past year, and the incoming officer drafts the plans for the coming year.

Chair: Ensure that all arrangements for Division meetings/events at the spring national meeting of the Society have been arranged. Order past chair pin, if presented in the spring. Prepare the chair’s message to Division members for the newsletter, Web site, etc. (Be specific.) Work with Division secretary in the preparation of the Division annual report. The Division chair who served during the year that is covered by the report is responsible for working with the secretary. Send reminders to Division officers and committee chairs regarding the submission of reports for the Executive Committee meeting scheduled for the spring national meeting of the Society and request agenda items for the meeting.

Chair-Elect: Attend Division officers’ conference.

Immediate Past Chair: Provide Division secretary with any information to be included in the Division annual report.
Secretary: Attend Division officers’ training conference in the year that Division secretaries are invited. Begin draft of Division annual report. Note: The Division annual report is written by the person who served as secretary during the year covered by the report.

Treasurer: Attend Division officers’ training conference in the year that Division treasurers are invited. Draft Division annual financial report. Note: The Division annual financial report is written by the person who served as treasurer during the year covered by the report. Contact Division Audit Committee to begin audit of Division financial records. Issue IRS form 1099-MISC to all individuals who received Division payments in excess of $600 in the prior calendar year.
All Committee Chairs: Draft committee annual reports and forward to Division secretary to assist in the preparation of the Division annual report. Remember: The committee annual report is the responsibility of the chair who served during the year covered by the report. The report should include an accounting of the past year’s planned goals and objectives, as well as those planned for the coming year. The outgoing chair drafts that portion of the report covering the past year, and the incoming chair drafts the plans for the coming year.

Awards: Issue call for nominations for all Division awards to be presented in the following calendar year.
Education: Begin promotion of all education events scheduled for the spring national meeting of the Society.

Nominations Committee: Identify all Division positions that need to be filled by membership vote for the following calendar year. Prepare call for nominations. Consult with prior year’s Nomination Committee chair to obtain the names and background information of potential candidates.
Program: Submit final program for the Division technical program scheduled for the spring national meeting of the Society.
Public Relations: Mail press releases for appropriate Division events scheduled for the spring national meeting of the Society.
Publications: Submit request to Division treasurer for funds to update the postal account for the spring mailing of the Division newsletter.
FEBRUARY

All Division Officers: Review the Division annual reports prepared by the Division secretary and treasurer. Promptly forward changes, corrections, etc. Review revised reports and approve for submission to the ACS Office of Divisional Activities on or before March 15. Submit agenda items to the Division chair for the Executive Committee meeting scheduled for the spring national meeting of the Society.
Chair: Ensure that memoranda of agreement have been signed for all cosponsored (joint, cohosted) Division meetings that are scheduled for the spring national meeting of the Society. Forward all agreements to the ACS Office of Divisional Activities. Work with the Division secretary to prepare and mail the agenda for the spring Executive Committee meeting, and also for the Division business meeting, if it is to be held in the spring. Remind all Division officers and committee chairs to prepare and submit reports for review at the spring Executive Committee meeting. Schedule a Long-Range Planning Committee meeting in the spring prior to the Division Executive Committee meeting.
Secretary: Verify attendance of Division councilors at the forthcoming spring Council meeting. Work with the Division chair in preparing and mailing the agenda for the spring Executive Committee meeting, and also for the Division business meeting, if it is to be held in the spring. Coordinate the receipt and distribution of all reports necessary for the spring Executive Committee meeting. Circulate Division annual report to Division officers and committee chairs. Make revisions, as needed, and submit to the Division chair for final approval.
Treasurer: Respond to requests from the Division Audit Committee for financial records. Circulate Division annual financial report to Division officers. Make revisions, as needed, and submit to the Division chair for final approval.
Councilors: Review Council agenda book for the meeting to be held at the spring national meeting of the Society in order to understand all of the issues that will be discussed and/or voted upon. Confirm attendance at the spring Council meeting with the Division secretary. (If unable to attend the Council meeting, ensure that the alternate councilor is prepared to represent the Division.)

All Committee Chairs: Draft committee reports for review at the Division Executive Committee meeting scheduled for the spring national meeting of the Society. Submit agenda items to the Division chair for the Executive Committee meeting to be held in the spring. Review Division annual report and submit changes, corrections, etc., to the Division secretary. Distribute agendas and schedules to all committee members for the Division committee meetings that are scheduled to take place in the spring. 

Audit: Begin audit of the Division’s prior year’s financial records.
Awards: Order award certificates, plaques, and honorarium checks for any Division awards being presented at the spring national meeting of the Society.
Bylaws: Remind Division committee chairs and officers to review any proposed Division bylaws change(s) at their respective committee meetings scheduled for the spring meeting.
Nominations: Begin to draft a list of qualified candidates and contact them to determine their ability and willingness to serve. Provide them with details on what is involved in the office being considered.
Publications: Mail the spring issue of the Division newsletter. Send the appropriate number (be specific) of copies to the Division archivist/historian, the Membership Committee chair, and to all those who advertised in the issue. Invoice advertisers.

MARCH

All Officers: Finalize and submit all reports due for review at the Division Executive Committee meeting scheduled to be held at the spring national meeting of the Society.
Secretary: Upon approval of the Division chair, submit the Division’s annual report to the ACS Office of Divisional Activities on or before March 15.
Treasurer: Upon approval of the Division chair, submit the Division’s annual financial report to the ACS Office of Divisional Activities on or before March 15.
All Committee Chairs: Finalize and submit all reports due for review at the Division Executive Committee meeting scheduled to be held at the spring national meeting of the Society.
Nominations: Make final selection of candidates. Contact them to obtain biographical information and/or election statements by May 1.
MARCH/APRIL

Chair: Chair Division Executive Committee meeting at the spring national meeting of the Society (and Division business meeting, if held in the spring). Fulfill other responsibilities at the national meeting as prescribed in the duties of Division chair (each Division’s manual should spell these out in detail). Attend or ensure representation at the Division officers’ caucus and Division officers’ dinner. Raise specific Division issues at the open meetings of the Committee on Divisional Activities. Remind secretary, treasurer, Membership chair, and newsletter editor to either attend or ensure that there is Division representation at relevant meetings scheduled by the Committee on Divisional Activities. Present past chair pin (otherwise present in fall).
Chair-Elect: In the absence of the Division chair, fulfill all his/her responsibilities at the spring national meeting of the Society. Attend Division Executive Committee meeting and, if held, the Division business meeting.

Secretary: Record minutes of Division’s Executive Committee meeting (and business meeting, if held in the spring). Record minutes of other official Division meetings at the request of the Division chair. Attend meeting of Division secretaries, if scheduled by the Committee on Divisional Activities. Draft minutes of Division meetings within 2–4 weeks after the meeting and circulate to attendees for review and comments. Revise draft as necessary and submit approved minutes to the Division leader responsible for dissemination of the report to Division members (be specific: newsletter editor, Webmaster, etc.). Remind the Nominations Committee chair to submit the slate of candidates and their biographies in time for the mailing of election ballots in May. Note: It is recommended that Divisions schedule their elections in the spring rather than the fall in order to smooth the transition between Division leaders.

Treasurer: Present Division financial report at the Division Executive Committee meeting (and at the Division business meeting, if held in the spring). Attend forum of Division treasurers, if scheduled by the ACS Committee on Divisional Activities. Chair Division Finance Committee meeting, if scheduled.
Councilors: Present councilor report at Division Executive Committee meeting (and Division business meeting, if held in the spring). Attend the Division officers’ caucus. If appointed to serve on a Division or Society committee, attend their meetings scheduled to take place at the national meeting. Represent the Division’s interests at the Council meeting. Within 2–4 weeks after the meeting, the councilor designated in advance to do so will draft a written summary of the issues discussed and/or voted upon at Council that may be of interest to Division members. The draft is to be circulated to all of the Division’s councilors in order to ensure the accuracy and comprehensiveness of the report. The final report should be submitted to the Division leader who is responsible for the dissemination of such information to Division members (be specific: newsletter editor, Webmaster, etc.).
Alternate Councilors: Attend the Division Executive Committee meeting held at the spring national meeting of the Society, and the Division business meeting, if held. In the absence of a Division councilor, represent the Division at the Council meeting.
All Committee Chairs: Chair committee meeting, if scheduled to be held at the spring national meeting of the Society. If a member, or at the request of the Division chair, attend the Division Executive Committee meeting and present committee report. If a Division business meeting is held in the spring, also present the committee report at the meeting.
Audit: Review the recent audit of the Division’s financial records with the Division Executive and Finance Committees at the spring national meeting of the Society.
Awards: Attend the Program Committee meeting in order to coordinate future events. Ensure committee coverage of all Division awards presented at the meeting.
Education: Attend the Program Committee meeting in order to coordinate future events. Ensure committee representation at all educational workshops and programs sponsored by the committee at the spring national meeting of the Society.
Finance: Review the results of the recent audit with the Division Audit Committee.
History: Ensure that any Division events of potential long-term significance that are held at the spring national meeting of the Society are documented, photographed, etc. 
Membership: The committee chair or representative attends any Membership chair’s forum scheduled by the Committee on Divisional Activities. The committee operates a membership table outside the Division technical program room(s).
Program: Manage all operational details at the Division technical sessions held at the spring national meeting of the Society (the suitability of the meeting rooms, seating arrangements, that the audiovisual equipment is adequate and functioning, etc.). Attend the Program chair’s luncheon sponsored by the Committee on Meetings and Expositions.
Public Relations: A committee representative is present at any Division events for which there is media coverage or which requires postmeeting publicity. The Division Program, Membership, Awards, Education, and Publications Committee meetings are attended by a committee representative.
Publications: Recommendations for new publications to be released in the following calendar year are presented to the Executive Committee for approval. A committee representative attends the meeting for Division and Local Section newsletter editors, if held. The Division Program, Membership, Awards, and Education Committee meetings are attended by a committee representative.
APRIL

Chair: Complete follow-up activities from the spring national ACS meeting (thank-you notes, send list of action items to Executive Committee members, reports on technical sessions to ACS Headquarters (if not assigned to another Division leader), etc. (Be specific.)
Secretary: Draft minutes of Division meetings held at the spring national meeting of the Society within 2–4 weeks after the meeting and circulate to attendees for review and comments. Revise draft, as necessary, and submit approved minutes to the Division leader responsible for dissemination of the report to Division members. (Be specific: newsletter editor, Webmaster, etc.) Remind the Nominations Committee chair to submit the slate of candidates and their biographies in time for the mailing of election ballots in May.
Treasurer: Prepare the Internal Revenue Service forms and submit to the district director of Internal Revenue on or before May 15.
Councilors: The councilor designated in advance to do so will draft a written summary of the issues discussed and/or voted upon at the Council meeting held at the spring national meeting of the Society that may be of interest to Division members. The draft is to be circulated to all of the Division’s councilors in order to ensure the accuracy and comprehensiveness of the report. The final report should be submitted to the Division leader who is responsible for the dissemination of such information to Division members (be specific: newsletter editor, Webmaster, etc.).
All Committees: The committee secretary drafts minutes and action items from the committee meeting held at the spring national meeting of the Society and distributes them to all committee members.
Audit: The committee chair sends thank-you letters to all committee members.
Awards: The committee reviews nominations for awards to be given in the spring of the following calendar year, and submits a slate of qualified candidates, along with supporting documentation, to the Division body responsible for selecting the awardee (Division Executive Committee, an award jury, etc.). (Be specific and note the composition of any award jury.)
Bylaws: Proposed changes to the Division bylaws, if already reviewed by the ACS Committee on Constitution and Bylaws, are submitted to the Division secretary for incorporation in the Division election ballots.
Long-Range Planning: The committee chair distributes the committee report to all Division committee chairs.
Program: Thank-you letters are sent to all those who spoke at or chaired symposia at the Division’s technical sessions held at the spring national meeting of the Society.
Publications: Submit first quarter financial report to the Division chair and treasurer. Solicit advertising for the fall edition of the Division newsletter.
MAY

Nominations: Collect and edit candidates’ biographical material and/or election statements. Submit all material to the Division secretary on or before May 15. Send thank-you notes to all committee members.
Program: Submit to ACS Meetings Department the symposia highlights for the Division’s technical sessions planned for the fall national meeting of the Society, along with the full preliminary program. Submit request for location preference, meeting rooms, poster sessions, Sci-Mix, and all other forms necessary for the fall meeting. Contact the ACS News and Information Department regarding potential newsworthy Division symposia.
Publications: Obtain printing bids for the printing of the following year’s publications.
MAY/JUNE

Program: Submit to ACS Meetings Department the final program for the Division technical sessions to be held at the fall national meeting of the Society.
JUNE

Chair: Order past chair pin, if presented in the fall. Prepare chair’s message to Division members for Web site, newsletter, etc. (Be specific.) Issue call for following year budget submissions, if this activity is not assigned to another Division leader (e.g., chair-elect, treasurer). Send reminders to all Division officers and committee chairs regarding the submission of reports to be discussed at the Executive Committee meeting scheduled for the fall national meeting of the Society and request agenda items for the meeting.

Chair-Elect: Request input from all Division officers and committee chairs regarding budget requests for the following calendar year (unless this is handled by the Division treasurer or Division chair).
Awards: The committee reviews nominations for awards to be given in the fall of the following calendar year, and submits a slate of qualified candidates, along with supporting documentation, to the Division body responsible selecting the awardee (Division Executive Committee, an award jury, etc.). (Be specific and note the composition of any award jury.) Assist the Division chair or the chair of the Awards Jury to organize a meeting (or conference call) to select awardees for the following calendar year. Selections should be made no later than July 15 so that necessary plans can be developed by relevant committees (Awards, Publicity/Public Relations, Program, etc.) at their meetings scheduled during the fall national meeting of the Society.
Finance: The committee chair issues a call for input to the following year’s budget, unless this is the function of the Division chair-elect.
Public Relations: Mail press releases for appropriate Division events scheduled for the fall national meeting of the Society.
Publications: Begin renegotiating publishing contracts for the following calendar year. Review printing bids and make recommendation to the Division treasurer and Division chair as to the vendor selection. Submit request to Division treasurer for funds to update the postal account for the fall mailing of the Division newsletter.
JULY

All Division Officers: Submit agenda items for the Division Executive Committee meeting scheduled for the fall national meeting of the Society to the Division chair.
Chair: In cooperation with the Division secretary, draft and distribute the agenda for the Division Executive Committee meeting scheduled for the fall national meeting of the Society.
Secretary: In cooperation with the Division chair, draft and distribute the agenda for the Division Executive Committee meeting scheduled for the fall national meeting of the Society.
All Committee Chairs: Draft and distribute agendas for committee meetings scheduled for the fall national meeting of the Society. Submit agenda items for the Division Executive Committee meeting to the Division chair.

Awards: Order award certificates, plaques, and honorarium checks for any Division awards being presented at the fall national meeting of the Society during the current calendar year. Notify following year’s award winner(s) of his/her selection, of the date and place of the award presentation, of the award details (travel expenses paid, etc.), and of anything that is expected of them (speech, symposium, etc.).
Bylaws: If a bylaws change was included on the recent Division ballot, the committee should request that at their fall meetings, all Division committees review the proposed change(s) against the Division procedures manual to determine if changes are required in the event that the bylaws changes are approved.

Publications: Submit second-quarter financial reports to the Division treasurer.
JULY/AUGUST

All Officers: Finalize and submit all reports due for review at the Division Executive Committee meeting scheduled to be held at the fall national meeting of the Society. Submit budget requests to the Division officer responsible for drafting the budget for the following calendar year, e.g., Division chair, chair-elect, treasurer. (Be specific.)
Chair: Appoint new committee chairs for those committees where the current chair is finishing his/her term of office. Upon receipt of recommendations from committee chairs, confirm appointments for new committee members who will assume office in the following calendar year. All appointments are to be made prior to the fall national meeting of the Society. In cooperation with the Division secretary, distribute the requisite reports for the Division Executive Committee meeting to be held at the fall national meeting of the Society (and the Division business meeting, if it is held in the fall). Ensure that memoranda of agreement have been signed for all joint, cosponsored, and cohosted meetings scheduled for the fall meeting. Forward agreements to the ACS Office of Divisional Activities. Schedule a Division planning session to take place at the fall national meeting separate from the Executive Committee meeting. Send reminders for reports not yet received for review at the fall Executive Committee meeting from Division officers and committee chairs.
Secretary: Work with the Division chair in preparing reports for the Division Executive Committee meeting (and Division business meeting, if necessary) that will be held at the fall national meeting of the Society. Upon notification from the Nominations Committee, notify all candidates of the results of the election for Division officers (unless handled by another Division leader). Verify the attendance of the Division councilor(s) at the fall national meeting of the Society. Authorize attendance of alternate councilor(s), if necessary.
Councilors: Review Council agenda book for the meeting to be held at the fall national meeting of the Society in order to understand all of the issues that will be discussed and/or voted upon. Confirm attendance at the fall Council meeting with the Division secretary. (If unable to attend the Council meeting, notify the Division secretary, so that the alternate can be certified, and ensure that the alternate councilor is prepared to represent the Division.)
All Committee Chairs: The committee chair drafts the committee report for review at the Division Executive Committee meeting scheduled for the fall national meeting of the Society and submits the committee budget requirements for the following calendar year to the Division leader responsible for the budget draft (Division chair, chair-elect, treasurer, etc.). (Be specific.) Committee chair submits to the Division chair a list of candidates for new committee members to replace those completing their terms of office in the current calendar year. Appointments should be made prior to the fall national meeting of the Society, and new appointees should be invited to the fall meeting of the committee.
Publications: Mail the fall issue of the Division newsletter. Send the appropriate number (be specific) of copies to the Division archivist/historian, the Membership Committee chair, and to all those who advertised in the issue. Invoice advertisers.

AUGUST

Tellers: The counting of ballots should begin after the first Monday in August (the due date for ballots to be received is August 1). Report the results immediately to the Division secretary and the Division chair. Draft committee report for presentation to the Division Executive Committee at the fall national meeting of the Society.
AUGUST/SEPTEMBER

All Officers: Review the Division procedures manual for the section(s) relevant to the office held and submit changes to the chair of the Division Bylaws Committee in September.
Chair: Chair the Division Executive Committee meeting at the fall national meeting of the Society (and the Division business meeting, if held in the fall). Recognize and thank all members who are completing their terms of office in the current calendar year. Review draft budget for the following calendar year with the Division Executive Committee, adjust as necessary, and obtain formal Executive Committee approval of the budget. (The budget must be formally approved prior to January 1 of the following calendar year.) Fulfill other responsibilities at the national meeting as prescribed in the duties of Division chair. (Be specific.) Attend or ensure Division representation at the Division officers’ caucus and Division officers’ dinner. Raise specific Division issues, if any, at the open meetings of the Committee on Divisional Activities. Remind secretary, treasurer, Membership chair, and newsletter editor either to attend or to ensure that there is Division representation at any relevant forum/meeting scheduled by the Committee on Divisional Activities. Present past chair pin/plaque, if not done at spring meeting.
Chair-Elect: In the absence of the Division chair, fulfill all his/her responsibilities at the spring national meeting of the Society. If responsible, present for discussion at the Division Executive Committee the Division budget for the following year. Ensure that all committees and committee chairs are in place for the following calendar year. Attend Division Executive Committee meeting and, if held, the Division business meeting.
Secretary: Record minutes of Division’s Executive Committee meeting (and business meeting, if held in the fall). Record minutes of other official Division meetings at the request of the Division chair. Attend meeting of Division secretaries, if scheduled by the Committee on Divisional Activities. Draft minutes of Division meetings within 2–4 weeks after the meeting and circulate to attendees for review and comments. Revise draft as necessary and submit approved minutes to the Division leader responsible for dissemination of the report to Division members. (Be specific: newsletter editor, Webmaster, etc.)
Treasurer: If responsible, present for discussion the Division budget for the following calendar year at the Division Executive Committee meeting. Present the Division financial report at the Division Executive Committee meeting (and at the Division business meeting, if held in the fall). Attend forum for Division treasurers, if scheduled by the ACS Committee on Divisional Activities. Chair Division Finance Committee meeting.
Councilors: Present councilor report at Division Executive Committee meeting (and Division business meeting, if held in the fall). Attend the Division officers’ caucus. If appointed to serve on a Division or Society committee, attend their meetings scheduled to take place at the national meeting. Represent the Division’s interests at the Council meeting. Within 2–4 weeks after the meeting, the councilor designated in advance to do so will draft a written summary of the issues discussed and/or voted upon at Council that may be of interest to Division members. The draft is to be circulated to all of the Division’s councilors in order to ensure the accuracy and comprehensiveness of the report. The final report should be submitted to the Division leader who is responsible for the dissemination of such information to Division members. (Be specific: newsletter editor, Webmaster, etc.)
Alternate Councilors: Attend the Division Executive Committee meeting held at the fall national meeting of the Society, and the Division business meeting, if held. In the absence of a Division councilor, represent the Division at the Council meeting.
All Committee Chairs: Chair committee meeting, if scheduled to be held at the fall national meeting of the Society. Recognize and thank all committee members who are completing their terms of office in the current calendar year. If a member, or at the request of the Division chair, attend the Division Executive Committee meeting and present the committee report. If a Division business meeting is held in the fall, also present the committee report at the meeting. Review the Division procedures manual for the section(s) relevant to the position held. Submit changes to the chair of the Division’s Bylaws Committee in September.
Awards: Attend the Program Committee meeting in order to coordinate future events. Ensure committee coverage of all Division awards presented at the meeting.
Bylaws: Remind all committee chairs and Division officers to review the Division procedures manual for the section(s) relevant to their office and to submit changes to the Bylaws Committee in September. If a bylaws change was included on the recent Division ballot, remind all Division committees to review the proposed change(s) against the Division procedures manual to determine if changes are required in the event that the bylaws changes are approved.

Education: Attend the Program Committee meeting in order to coordinate future events. Ensure committee representation at all educational workshops and programs sponsored by the committee at the fall national meeting of the Society.

History: Ensure that any Division events of potential long-term significance that are held at the fall national meeting of the Society are documented, photographed, etc.

Membership: The committee chair or representative attends any Membership chair’s forum scheduled by the Committee on Divisional Activities. The committee operates a membership table outside the room(s) housing the Division technical program. The Division membership recruitment brochure is reviewed for possible updating.
Program: Manage all operational details at the Division technical sessions held at the fall national meeting of the Society (the suitability of the meeting rooms, seating arrangements, that the audiovisual equipment is adequate and functioning, etc.). Attend the Program chair’s luncheon sponsored by the Committee on Meetings and Expositions.
Public Relations: A committee representative is present at any Division event for which there is media coverage or which requires postmeeting publicity. The Division Program, Membership, Awards, Education, and Publications Committee meetings are attended by a committee representative.
Publications: Recommendations for changes in subscription rates, advertising rates, publication format, frequency of publication, etc., for the following calendar year are presented to the Executive Committee for approval. A committee representative attends the meeting for Division and Local Section newsletter editors, if held. The Division Program, Membership, Awards, and Education Committee meetings are attended by a committee representative. Begin solicitation of advertising for the winter edition of the Division newsletter.
Tellers: Report on the results of the recent Division election at the Division Executive Committee meeting (and business meeting, if held).
SEPTEMBER

All Officers: Submit to the chair of the Division Bylaws Committee any changes to the Division procedures manual that have resulted due to a bylaw change approved in the recent Division election and/or due to the annual review of those section(s) relevant to the office held.
Chair: Complete follow-up activities from the fall national ACS meeting (thank-you notes, send list of action items to Executive Committee members, reports on technical sessions to ACS Headquarters, if not assigned to another Division leader, etc.). (Be specific.)
Secretary: Draft minutes of Division meetings held at the fall national meeting of the Society within 2–4 weeks after the meeting and circulate to attendees for review and comments. Revise draft as necessary and submit approved minutes to the Division leader responsible for dissemination of the report to Division members. (Be specific: newsletter editor, Webmaster, etc.)
Councilors: The councilor designated in advance to do so will draft a written summary of the issues discussed and/or voted upon at the Council meeting held at the fall national meeting of the Society that may be of interest to Division members. The draft is to be circulated to all of the Division’s councilors in order to ensure the accuracy and comprehensiveness of the report. The final report should be submitted to the Division leader who is responsible for the dissemination of such information to Division members. (Be specific: newsletter editor, Webmaster, etc.)
All Committees: The committee secretary drafts minutes and action items from the committee meeting held at the fall national meeting of the Society and distributes them to all committee members.
Bylaws: Submit to the ACS Committee on Constitution and Bylaws for formal approval any Division bylaws change(s) that were passed by the membership in the recent election.
Long-Range Planning: The committee chair distributes the committee report to all Division committee chairs.
Program: The committee chair sends thank-you letters to all symposia chairs and to all speakers. Update Division program information for the ACS call for papers and submit it to ACS Headquarters. Promptly submit symposia attendance forms for the Division’s fall technical sessions to ACS Headquarters.
Tellers: The committee chair sends thank-you letters to all committee members.
OCTOBER

All Officers: Notify the Division secretary of all mailing label requests for the following calendar year.
Secretary: Notify ACS Records Office of the re-elected or newly elected Division officers, councilors, and alternate councilors (copy to ACS Office of Divisional Activities). Complete the certification and biography forms for councilors and alternate councilors that are supplied by the ACS Records Office. Obtain the following year’s mailing label requests from all Division committee chairs and Division officers.
All Committees: Notify the Division secretary of all mailing label requests for the following calendar year.
Bylaws: Upon approval of the ACS Committee on Constitution and Bylaws, incorporate any changes to the Division procedures manual required as a result of the approved bylaws change(s) along with those received from Division officers and committee chairs. Forward a copy to the Division archivist/historian. Create an inventory of the new manual.
Publications: Draft detailed publication schedule(s) for the following calendar year and forward to the Division officers and committee chairs. Submit request to Division treasurer for funds to update the postal account for the mailing of the winter Division newsletter.
OCTOBER/NOVEMBER

Program: The Program chair or a representative attends the Program, Planning, and Coordination conference (P2C2).
NOVEMBER

Secretary: Submit mailing label package plan and special requests for the following year’s Division mailings (newsletters, surveys, etc.) to ACS Headquarters. Draft annual Division milestone calendar with detailed dates and circulate to all Division officers and committee chairs who will assume office in the following calendar year.
Archivist/Historian: The committee chair sends reminders to all Division officers and committee chairs to forward in December all original documents of potential long-term significance that are not needed in the fulfillment of their duties. The material is evaluated and archived upon receipt.
Publications: Send following year’s publication schedule and advertising rates to potential advertisers. Solicit ads for the spring edition of the Division newsletter. Mail winter edition of the Division newsletter. Send the appropriate number of copies (be specific) to the Division archivist/historian, to the Division Membership chair, and to all those who advertised in the issue. Invoice advertisers. Submit the label order for all Division newsletter issues to be published in the following calendar year. Ensure that the committee has the most current set of postal regulations and determine if any changes are proposed for the following calendar year.
DECEMBER

All Officers: Review files. Transfer original documents of potential long-term value to the Division archivist/historian, if they are not required by the current or incoming officer in the fulfillment of his/her duties. (Consult archivist/historian if unsure what to transfer.) Weed the correspondence of unnecessary documents. If completing term of office, prepare the files for transfer to the incoming officer by January 1 and coordinate transfer with the incoming officer. Begin to draft summary highlights of your term of office for submission to the Division secretary to assist in the preparation of the Division annual report. Remember: The annual report is the responsibility of the officers who served during the year covered by the report. The report should include an accounting of the past year’s planned goals and objectives, as well as those planned for the coming year. The outgoing officer drafts that portion of the report covering the past year, and the incoming officer drafts the plans for the coming year. 

Chair: Send thank-you letters to Executive Committee members and committee chairs for their support during the past year, and to all Executive Committee chairs and committee chairs who have completed their terms of office. Begin gathering material to assist the Division secretary in the preparation of the Division annual report.
Chair-Elect: Prepare new chair’s message for Division members to be distributed via newsletter and/or Web site. Submit copy to the Division leader responsible for the dissemination of such information to members. Be specific: newsletter editor, Webmaster, etc. Send thank-you note to Division chair for assistance during year as chair-elect.
Secretary: Begin preparation of the Division annual report.
Treasurer: File bank signature cards for the incoming Division chair so that he/she can sign checks while in office. If completing term of office as treasurer, file bank signature cards for the incoming treasurer and inform the district IRS office of the incoming treasurer’s name and address. Begin preparation of the Division annual financial report.
All Committee Chairs: Send thank-you letters to all committee members who have completed their terms of office. Review files. Transfer original documents of potential long-term value to the Division archivist/historian, if they are not required by the committee chair in the fulfillment of his/her duties. Weed the correspondence of unnecessary documents. If completing term of office, prepare the files for transfer to the incoming committee chair by January 1 and coordinate transfer with the incoming chair. Begin to draft a committee annual report containing highlights of the past year for submission to the Division secretary to assist in the preparation of the Division annual report. Remember: The committee annual report is the responsibility of the chair who served during the year covered by the report. The report should include an accounting of the past year’s planned goals and objectives, as well as those planned for the coming year. The outgoing chair drafts that portion of the report covering the past year, and the incoming chair drafts the plans for the coming year.

Bylaws: Send copies of the most current Division procedures manual and Division bylaws to all Division officers and committee chairs who will assume office on January 1 of the following calendar year. If practical, collect useable manuals from all outgoing Division officers and committee chairs who are not assuming another Division leadership role.
Archivist/Historian: Begin receipt and evaluation of documents for the Division archive.
Program: Submit symposia highlights, along with the preliminary program, for the Division’s technical sessions planned for the spring national meeting of the Society. Submit request for location preference, meeting rooms, poster sessions, Sci-Mix, and all other forms necessary for the spring meeting. Contact the ACS News and Information Department regarding potential newsworthy Division symposia.
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