Tab D

Secretary
Part A. General Description of Duties

Term of Office: Two years. The office is assumed on January 1 of the calendar year immediately following election by the full and affiliate members of the Division. 
Responsibilities: The primary responsibility of a Division secretary is to keep a full and accurate record of the official business of the Division and of the Executive Committee  and to ensure that such business is carried out in accordance to the Division bylaws.   In the absence of both the Chair and the Chair-Elect, the Secretary shall assume and execute the duties of the Chair. 
The secretary fulfills his/her responsibilities through exemplary performance of the following activities:

· Maintain a list of members and affiliates 
· Cause to be sent to members and affiliates such notices as the business of the Division may require 
· Attend and record the minutes of all Executive Committee meetings and Division business meetings, plus any other official Division meetings at the request of the Division chair. Distribute minutes in a timely manner to Division officers, committees, and Division members, as appropriate. 
· Cause abstracts of papers to be presented before the Division to be sent to each member and affiliates in good standing at least two weeks before the regular meeting of the Society. 
· Attend Division officers’ training conference in the year that Division secretaries are invited. 
· Attend Division secretaries’ forum scheduled at national meetings of the Society by the ACS Committee on Divisional Activities. 
· Handle correspondence as directed by the Division chair. Maintain correspondence file. 
· Maintain the official current files of the Division. Files of current correspondence should be kept for at least one year. At the end of each year, forward original documents of potential long-term value, including all Division annual reports and meeting minutes, to the Division archivist/historian for further evaluation and storage in the Division archive. 
· Verify the attendance of councilors at national meetings of the Society, arrange for the attendance of alternate councilors, if necessary, and accredit councilors or alternate councilors for Council meetings in the manner and at the time specified by the Society. 
· Prepare the Division annual report and circulate to all Division officers and committee chairs, allowing sufficient time for review and changes prior to ontime (March 15) submission of the report to the ACS Office of Divisional Activities. The report should be written in collaboration with those who served as Division chair and Division treasurer for the year covered by the report. (Note: The Division annual report is written by the secretary who served during the year that the report covers.) 
· Submit an annual report to the Division at its annual meeting Attend and record the minutes of all Executive Committee meetings and Division business meetings, plus any other official Division meetings at the request of the Division chair. Distribute minutes in a timely manner to Division officers, committees, and Division members, as appropriate.
· Create an annual Division calendar with specific dates for the following year’s Division operations and activities.  
· Certify that nominees for elections are eligible.   
· Ensure that the Division election ballots, including candidate biographies, are prepared and mailed to Division members on time. 
· Notify the executive director of the Society of new Division officers, councilors, and alternate councilors on the forms provided by ACS Headquarters. 
· Notify all Division members of the election results 
· Certify and forward the biographies for newly elected and/or re-elected councilors to ACS Headquarters. 
· Upon completion of term of office, transfer relevant files to the incoming Division secretary. Historical records for the Secretary’s term of office shall be sent to the Division Archivist within one year of termination of the Secretary's term of office.

Note: The Division secretary should utilize the most recent edition of the Information Digest for Division Officers as a reference on ACS policies and procedures regarding the activities for which he/she is responsible (Division annual reports, alternate councilor authorization, confirmation of elected officers, membership rosters and mailing labels, etc.) 
Timetable:

January

· Draft Division annual report, if responsible. The Division annual report is written by the person who served as secretary during the year that is covered by the report. 
· Attend Division officers’ training conference in the year that Division secretaries are invited. 

February

· Circulate the Division annual report for review by the current Division chair and all Division officers and committee chairs who served during the year that the report covers to ensure the report’s accuracy and comprehensiveness. Make changes to the report as required. 
· Verify the attendance of the Division councilors at the spring national meeting of the Society. If necessary, authorize the attendance of alternate councilor(s). 
· Assist the Division chair in preparing reports, agendas, etc., for the Division Executive Committee meeting that will be held at the spring national meeting of the Society.  Specifically, provide draft minutes from the previous Executive Committee, the “To Do List” from the previous Executive Committee meeting, an up-to-date copy of the Executive Committee Roster and copies of the Secretary’s portion of the Annual Report.
March

· Upon approval of the Division chair, submit the Division’s annual report to the ACS Office of Divisional Activities on or before March 15.
March/April

· 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 forum for Division secretaries, if scheduled by the Committee on Divisional Activities. 
· The Executive Committee should approve a slate of candidates for election of officers at the Fall Executive Committee meeting.  Contact each candidate and request biographies and photos. 

April

· 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 revised minutes to the Chair. 
· Provide Chair with a certification of eligibility for all nominees to be placed on the election ballot.
July

· Provide Manager of the Business Office the biographies and photos for all election candidates to be included in the Fall meeting extended abstracts CD-ROM. 
· Provide Manager of the Business Office the closing date for the election ballot (usually in September but no sooner than six weeks after the CD-ROM containing the election materials is mailed to the Members).
July/August

· Assist the Division chair in preparing reports, agendas, etc., for the Division Executive Committee meeting that will be held at the fall national meeting of the Society.  Specifically, provide draft minutes from the previous Executive Committee, the “To Do List” from the previous Executive Committee meeting and an up-to-date copy of the Executive Committee Agenda. 
· Assist the Division chair in preparing and distributing reports for Division business meeting, that will be held at the fall national meeting of the Society. 
· Verify the attendance of the Division councilor(s) at the fall national meeting of the Society. Authorize attendance of alternate councilor(s), if necessary.

August/September

· 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 forum for Division secretaries, if scheduled at the national meeting by the Committee on Divisional Activities.  
· Attend annual Environmental Division business meeting and take and prepare minutes. 

September

· 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 chair. 

· Contact the Business Office manager to determine the results of the election.  Notify all candidates of the results of the election for Division officers.  
· Contact newly elected (or re-elected) Councilors to obtain biographies to be submitted to ACS.

October

· Complete the certification and biography forms for councilors and alternate councilors that are supplied by ACS Headquarters and submit them to the executive director of the Society.

November

· Draft Division annual calendar for the following year and circulate to all Division officers and committee chairs who will serve in office in the following calendar year. 
· Notify ACS Headquarters of the re-elected or newly elected Division officers, councilors, and alternate councilors.  Note: this must be completed before December 1st.

December

· Review the Division files.  Prepare original documents of potential long-term value for eventual transfer to the Division archivist/historian, if they are not required by the secretary in the fulfillment of his/her duties. Weed the correspondence of unnecessary documents.  
· If completing term of office, prepare the files required by the incoming Secretary for the fulfillment of their duties for transfer by January 1.  Coordinate transfer with incoming secretary.  
· If completing term of office, transfer the original documents of potential long-term value from both years of term of service to the Division archivist/historian within one year of completion of term. 
· Begin draft of the Division annual report. Remember: The Division annual report is written by the secretary who served during the year covered by the report.
Part B. Specific Duties

I. Executive Committee Roster Maintenance  
The maintenance of the Executive Committee roster is the responsibility of the Secretary.  This is a very important tool of the Committee.  It records the names and contact information to all Executive Committee members (thus facilitating communication within the committee), designates the officers with voting rights (designated with an asterisk by the position title) and gives the years of term for each officer. 
A. Updating following elections  
At the completion of the election, the following changes need to be made:  
1. Correct the names for all the newly elected officers 
2. Correct the years of the officers term  
Note this roster does not go into effect until the officers assume their responsibilities on January 1.  In early January, distribute the revised Executive Committee roster to the entire committee.  
After January 1st, it is a good idea to update your e-mail distribution list to reflect the changes in the Executive Committee.  
B. Updates throughout year  
Occasionally, Executive Committee members will change addresses or, more common, e-mail addresses.  When you are notified of these changes, incorporate them into the roster.  It would also be helpful to send a notice of the change out to the Executive Committee (unless you can ascertain that all the executive committee members have already been notified).  This is particularly important for e-mail address since a lot of correspondence occurs via e-mail between the bi-annual Executive Committee meetings.  
Since contact information is included on the Division web site, be sure to notify the webmaster of any changes.  You should also notify the business office of any changes (generally, it is a good idea to include the webmaster and Business Office Manager on the Division e-mail distribution list).  
C. Prior to the Executive Committee meetings  
The Chair will establish a deadline for materials to be included in the Executive Committee meeting book.  One item the Secretary should provide is the most up-to-date Executive Committee roster.    
D. 
Following the Bi-annual Executive Committee meetings
It is good practice to circulate a copy of the most current roster at the beginning of the Executive Committee meetings.  This serves two purposes.  First, you can use it to create the attendance list in the minutes.  Second, this is the best time to ask for updates or changes.  Often committee members will not notify the Secretary when their contact information changes between meetings.  This process assures updates and accuracy at least twice a year.   
II. 
Executive Committee Meetings  
A. 
Preparing for the Executive Committee Meeting  
1. 
As noted above, provide the Chair with the most current Executive Committee roster.  
2. 
Print a hardcopy of the roster to distribute for corrections at the meeting.   
3. 
Contact the Counselors via e-mail to determine/verify that they will be attending the Council meeting.  If any are not able to attend, contact the Alternate Councilors to verify that at least one will be able to attend.  ACS will send the “Alternate Councilor Credential Card” to the Secretary sometime before the National meting.  The Secretary will have to fill out and sign the card and give it to the Alternate Councilor who will be filling-in prior to the Council.  This is most conveniently handled at the Executive Committee.  
4. 
Due to the Division by-laws, at least five of the Chairs for the standing committees must be elected officers (e.g., Chair, Chair-elect, Secretary, Treasurer, Councilors, Alternate Councilors of Members-at-Large).  Thus, depending on the appointments, the number of actual voting officers will vary from year to year.  It is helpful to identify and prepare a list of the names of the officers with voting rights.  During the meeting you can use the list determine if there is a quorum (one third of the Executive Committee) and to identify and verify who has the right to vote in the event this is ever questioned.  
5. 
Prior to the meeting and before the Chair’s deadline for submitting materials to the meeting book, provide the Chair with Draft minutes from the preceding meeting.  
6. 
Often the Executive Committee will be called upon to take actions between the bi-annual Executive Committee meetings.  The Secretary should prepare summaries of these actions, noting the nature of the action, any motions and the outcome of any votes.  This summary should be submitted to the Chair to be included in the meeting book (under Secretary’s report).  
B. 
During the Executive Committee Meeting

1. In the event that neither the Chair nor the Chair-elect are present to convene the Executive Committee at the appointed time (given a reasonable grace period) it is the responsibility of the Secretary to preside over the meeting.  In the event this occurs, the Secretary should appoint a member of the Executive Committee to serve as temporary Secretary and ask them to fulfill the Secretary duties during the meeting.  
2. The Secretary is responsible for taking minutes during the meeting and for preparing a written version following the meeting.  The minutes should include a brief summary of key items in the various officer or committee reports, the specific language of any motions (including friendly amendments etc), a summary of the discussion of the motion and the outcome of any votes.  Any specific instructions, appointments etc. made by the Chair should be noted.  The attendees should be noted and recorded (including members of the Committee and guests).  
3. Circulate a copy of the roster to create an attendee list and to get corrections.  A blank form for name, address and contact information is a useful way to collect the information from guests.  
4. Note corrections to the minutes (if any) to make the necessary revisions when the minutes are finalized and approved.  You should also be prepared to respond to questions and/or to make corrections or revisions of the summary of actions taken by the committee between the Executive Committee meetings.  This revised report can be incorporated under the Secretary’s report of the meeting minutes.  
5. During the meeting, use the list of official voting members of the Executive Committee to keep track of the number of members present and use this to determine if there is a quorum for any votes.  Usually this is not an issue unless someone calls for a count.  
C. 
After the meeting  
1. 
As soon as possible, go through you notes and create a “To Do” list of action items.  Identify the individual or individuals assigned to the task and a brief summary of what they were asked to do.  If relevant, include deadlines if there were set.  
2. 
As soon as possible, prepare a draft of the minutes.  Distribute it to the Executive Committee for corrections, comments or deletions.  The fresher the meeting is in yours and their minds, the easier this is to accomplish.  
3. 
Make any revisions to the roster and distribute a revised version to the Executive Committee, webmaster and Business Manager.  
4. 
The Secretary should prepare a brief summary or report of the highlights of the Executive Committee meeting to be included in the next issue of EnvirofACS.
This report should be submitted to the Editor of EnvirofACS by the publication deadline he or she sets for the next issue.  
III. 
Annual Meeting  
A. 
The Secretary is responsible for notifying the members of the annual business meeting at least four weeks prior to the meeting.  For convenience, the Division schedules its annual meeting concurrent with the Fall National meeting (typically a 5:00 PM on Monday).  The Secretary should make sure that the Business Office Manager includes the notification on the Fall CD-ROM and that this CD-ROM be mailed early enough to assure the members have the notification within the four week deadline.  
B. 
In the event that neither the Chair nor the Chair-elect are present to convene the Executive Committee at the appointed time (given a reasonable grace period) it is the responsibility of the Secretary to preside over the meeting.  In the event this occurs, the Secretary should appoint a member of the Executive Committee to serve as temporary Secretary and ask them to fulfill the Secretary duties during the meeting.  
C. 
During the meeting, the Secretary shall provide the minutes from the previous annual meeting for approval.  Once any corrections and/or additions are noted and the minutes are approved, the Secretary should prepare a final version of the minutes for the Division records.  
D. 
The Secretary should take notes appropriate to prepare the minutes of the meeting.  
E. 
Following the meeting, the Secretary should write up the draft minutes to be presented for approval at the following meeting  
IV. 
Election Duties  
A. 
The by-laws require that the Secretary certify (the eligibility to serve office) for all candidates who run for office.  Using the latest ACS bi-monthly roster, verify that all the candidates have paid their annual dues.  Send a note to the Chair so signifying.  
B. 
The by-laws require that all candidates running for Chair-elect, Secretary, Treasurer, Councilor and Alternate councilor must have served two years on the executive committee to be eligible for election unless there are no such qualified members willing to stand for office. Typically, this requirement is fulfilled by serving as Member At Large or as Chair of one of the standing committees listed in the by-laws.
C. 
Request written statements and photo’s (preferably color) from all candidates.  Review the statement for appropriateness and somewhat for consistence (e.g. ,length etc.). Try to persuade the candidate to modify their statement if it is deemed inappropriate and/or offensive.  These should be sent to the Business Manager by the deadline set by that office for publication of the Fall CD ROM to be included with the ballot on the CD ROM.    
D. 
Before the deadline set by the Business Office for information to be included on the Fall CD ROM, send the closing date for the ballot so that it can be included on the ballot/voting instructions. According to the Division by-laws the Secretary’s responsibilities include:   
“Instructions for returning the ballot, including time and place of receipt and the deadline for the closing of the elections, shall be included with the ballot and biographies.”  
The ballot return deadline should be set no less than six weeks following the date the ballot is mailed to the membership. In any event, the elections should be over no later than November 15th to assure enough time to certify and count the ballots and to report the results to ACS.  In practice, the Secretary consults with the Business Manager to be sure that all these requirements have been met. 
E. 
After the closing date for ballot return, compare the names on the returned ballots against the most current membership roster. Obtain an updated roster from the business Office to assure the most complete listing of Affiliate members (not all affiliate members are included in the bi-monthly roster received from ACS).  Certify that each ballot is from a member in good standing (current dues payment) and determine if the ballot is from a member or affiliate member and mark accordingly. It is good practice to have a third party open and sort the ballots according to the membership status to assure anonymity.  
F. 
Only members of the Division can vote for the Councilor and Alternate Councilor positions so be sure to keep these ballots separate during the election counting process. Both members and affiliate members can vote for Chair-elect, Secretary, Treasurer, and Member At Large positions.  
G. 
Once the ballots are counted and reported to the Chair, the Chair will inform the Executive Committee of the results. You should also inform each of all of the candidates of the outcome of the election (including those not elected).   
H. 
The Society requires that the Division Secretary report the names of elected officers no later than December 1st. Generally the Secretary will receive a reminder and the necessary forms from ACS by mid-October. There is a requirement that the Secretary certify any newly elected councilors and provide biographical information (an example of this documentation is included in the Division Operations Manual).  Complete all the necessary forms and return them no later than December 1st.  
V. 
Extended Abstracts  
Generally, the Business Offices assumes the responsibility of working with the Program Chair in the compilation of the National meeting CD-ROM (which includes the extended abstracts).  However, officially, the Division by-laws require the Secretary to get the extended abstracts to the members no later than two weeks before the national meeting.  So, you may wasn’t to call the Business Manager and verify that will happen or else do what you can to help make it happen.  
VI. Notification of ACS Re: Division Dues  
Each year (typically in April), the ACS will contact the Secretary to receive information on the Division’s dues for the next calendar year.  This early notification is necessary so they can incorporate the Division dues into the annual membership renewal bill and to include it on the web site and in other ACS publications.  In order to meet this deadline and to have dues approved at the annual meeting of members, the dues are usually approved 1-1/2 years ahead of time at the Fall business meeting.  When you receive the request from ACS, fill in the dues that were approved for coming year and return the form to ACS.  
VII.  
Awards Certificates  
All Division Awards Certificates are signed by both the Chair and the Secretary.  Fixed procedures for this have not been established.   In some instances when the Awards Chair is able to attend the National meeting, the arrangements can be made to sign the certificates at the meeting (e.g., at the Executive Committee meeting). In other instances, the Awards Chair has made arrangements for the certificates to be mailed first to the Chair, then to the Secretary and finally back to the Awards Chair for final mailing to the award winners.  It is good practice to check with the Awards Chair to find out how the plan on facilitating this process.  
VIII. 
Annual Report – Secretary’s Section  
Society by-laws require the Division to submit an Annual Report each year prior to March 15th.  Although the general format does change, to complete this you will typically need to contact Division officers to determine if any participated in the Division Leadership Conference, the Program Planning and Coordination Conference, the names of recipients of Division awards and the number of books published.  Most of the other material will be available in the roster etc.  Try to get the report completed as early as possible and circulate to the full Executive Committee for input.  E-mail the finalized report to the Chair in advance of the deadline so they have time to review before they submit it to ACS.
IX. 
Archiving Documents   
At the conclusion of the Secretary’s term of office, the following materials should be sent to the Division Archivst:  
1. 
Copies of minutes of all Executive Committee meetings 
2. 
Copies of minutes for all Annual business meetings 
3. 
Copies of Secretary’s Section of Annual Report 
4. 
Copies of reports of election results sent to ACS 
5. 
Copies of reports of Division Dues sent to ACS 
6. 
Copies of any correspondence related to the incorporation of the Division (e.g., semi-annual report for non-profit corporations in the District of Columbia) 
7. 
All correspondence of importance to the Division 
8. 
A copy of the Executive Committee roster for each year served

Part C. Typical Correspondence/Forms/Reports
I. Secretary’s Section of Annual Report

[image: image1.png]Secretary’s Report
ACS Technical Division Annual Report for 2001
Division of
Submitted by _

Website URL www.acs-envchem.dug.edu

1. Officers - As designated by your Division's Bylaws

Required | Position filled | Position unfiled | s there someone available
by Bylaws | Through 2001 | (specify for how | to stepin if needed (i.e.
long assistant secretary

Chair

Chair-Elect

Vice-Chair

Past-Chair

Secrefary

Treasurer

Secretary/Treasurer

Program Chair

Counciors 7 7
(specify number)

Member-at-Large z 7
(specify number)

Gther (specify)

Gther (specify)

2. Were the 2001 Elections conducted in accordance with the Division’s Bylaws?
OYes 0 No If no, explain:

3. Is the Division incorporated? X Yes QNo
If yes, what year was it incorporated in: _1989,
What state was it incorporated in"__District of Columbia

4. Bylaws and Operations Manual

Current Date Date of Last Review
Division Bylaws August 20, 1989
Gperations Manual August 1990

Vembership Retention/
Recruitment Plan

5. Number of Executive Committee members ___18

6. Executive Committee/Division Meetings

Spring National Fall National
Meeting Meeting

Other

Execufive Commitiee Meelings

Division representative atiended DOC





[image: image2.png]Division Annual Meeting
Number of Councilors and/or Alternate
Councilors attending Council

7. What is your mechanism of exchanging annual reports and Form 990
information among your officers?

8. Who attended the 2001 Division Leadership Conference (DLC)?

9. Members are kept current regarding Council and Executive Committee
activities via:

Q Division website QO Division Newsletter ~ Qlopen Division
meeting
Q open Division Executive Committee meeting Q other (specify)

10. Copy and paste your 2001 Executive Committee Roster in this section. (X
check here if also available to the members on your website)

11 Subdivisions

Name Number of Officers | Assist with programming | Number of Newslet

None

V;Iho attended the 2001 Program Planning and Coordinating Conference
Y2

13. Programming — National

Organized Cosponsored Feld Held | Cosponsored
Programming | symposiumwith | workshops | tutorials | meeting with
other Divisions other U.S. And

non-U.S.

societies

Spring National
Meeting

Fall National
Meeting

Other (specify)

14. List meeting(s) and co-organizer(s) of co-sponsored meetings with other U.S
societies and non-U.S. societies




[image: image3.png]15. List affiliations that your Division has with other technical organizations. (Note
the start date)

16. Does your Division actively participate in a Secretariat? O Yes QNo
If yes, check the appropriate box(es)
QBiotechnology O Catalysis 0 Materials 0 Macromolecular

17. Did your Division participate at regional meetings. O Yes QNo
If yes, list the regional meeting and the form of participation below (i.e
symposia, workshop, tutorial).

18. Did your Division participate in programming at Local Section Meetings?
QYes QNo
If yes, how many meetings:

19._Publications and Newsletters

Number Fard Copy On Website

Other

Newsletter

Separates

Preprints

Directory

Books Published in 2001

Journals

20. How do you perceive your division membership over the past 5 years (in 25
words or less)?

21_Outreach

Did your Division Participate in any: Yes

No

Educational outreach activities

Public outreach activifies

Outreach activities directed toward government or public officials

National Chemistry Week

22. Copy and paste the list of awards given by your Division during 2001 and
their recipient(s). ( X check here if also available to your members on your
website)

23. What was your Division's particularly outstanding or innovative activity(ies)
(up to three only) this year? Please note whether it was an activity launched in




[image: image4.png]2001 or one that had been initiated in prior years and how you measure its

effectiveness.

Activity Teasurement of Effectiveness

New/Established

7

2

3

Thrusts:

24. List your Division programs and activities that support the ACS Strategic

Be the world's leading provider and delverer of
chemical information

Provide programs and activities to facilitate the
career development of chemical professionals

Provide programs to improve science literacy of
students and ensure quality education in the
chemical sciences

Increase participation of students and young
chemists in the activities of the Society

Provide programs and activities o encourage the
participation and leadership in all aspects of the
chemical sciences by women, underrepresented
minorities, and persons with disabilties

Expand senvices to members and prospective
members working in industry

Expand activities at the interdisciphnary
boundaries of chemistry

Encourage funding of research in science,
technology, and engineering

Encourage activities and programs applying
scientific principles to environmental issues

Provide programs and activities to improve the
public’s recognition and appreciation of the
contributions of chemistry

25. What problems did your Division encounter, and how might ACS help to

resolve them?

26. What new ideas, unmet needs, o questions would your Division like to be
addressed by the Divisional Activities Committee (DAC), Division Leadership
Conference (DLC), Program Planning and Coordination Conference P°C), the
Committee on Science (ComSci), and/or ACS staff?

27. Do you believe that your Division is healthy? Explain





[image: image5.png]28. Your comments and suggestions about the Annual Report Forms are
eamestly solicited




II. Election Results Report Form
[image: image6.png]Environmental Chemistry (ENVR) Division
American Chemical Society
Reporting Month: December

Certification of Councilors and Alternate Councilors for 2002

STRUCTIONS

owa below are the names and terms of alterate councilor(s) and councilor(s) currently in our secords.
case do the following to indicate changes:

Terms for the alternate councilor(s) and covncilor(s) marked with asterisks (++%) below are expiring
siow. These positions MUST be filled by reclection or replacement for a three-year term.

1f a corrent alternate or councilor has been reeleced, put an X under the appropriate years of his of her
sew three-year term.

If a new alternate or councilor has been elected, enter the name of the replacement beside the name of
predecessor and indicate his or her term by placing an X under the appropriate years.

Retain a copy for your Division files.

1999 2000 2001 2002 2003 2004

Cauncilor V. Dean Adams X X
Cauncilor Alan W. Elzerman x

##* Councilor JurgenH.  Exner
Cauncilor Roger & Minear X X
Altermate Councilor  Theodore  Mill X X
Alternate Councilor ~ Robert W, Paddock. X
Alternate Councilor ~ Michael L. Trehy X

##+ Alternate Councilor  Victor E. Turoski




[image: image7.png]Environmental Chemistry (ENVR) Division
American Chemical Society

% Reperanetonns Do

New Councilors and Alternate Councilors for 2002
‘Supplementary Information

Name Address, Telephone, FAX and
Email

Cauncilor

Cauncilor

Cauncilor

Alternate Councilor

Alternate Councilor

Alternate Councilor

Date Secretary, Division

[NOTICE: MUST BE RECEIVED NO LATER THAN DECEMBER 1





[image: image8.png]Environmental Chemistry (ENVR) Division
American Chemical Society

for calendar year 2002

INSTRUCTIONS
1. Enter name of officers and their addresses (including email), telephone and FAX aumbers.
2. Retain a copy for your Division files.

Name of Officer Address, Telephone, FAX and Email

Chair.

Chair-Elect:

Secretary

Secretary-Treasurer:

Treasurer

Date Secretary, Division

[NOTICE: MUST BE RECEIVED NO LATER THAN DECEMBER





[image: image9.png]Environmental Chemistry (ENVR) Division
American Chemical Society

for calendar year 2002

INSTRUCTIONS
1. Enter name of officers and their addresses (including email), telephone and FAX aumbers.
2. Retain a copy for your Division files.

Committee Name of Chair Address, Telephone, FAX and Email

Awards:
Education:

Environmental Improvement

Long Range Planning:

Membership:

Minority Affairs:

Nationl Chemistry Week:
Newsletter Editor

Professional Relations:

Public (or Government) Affavs:
Public Relations:

Safety

Women Chenmiss:

Other:




[image: image10.png]COUNCILOR BIOGRAPHY
To accompany certification at election

Name

Date of Bith

Preferred Mailing Address

Telephone - Office

Home

FAX Nuatber

Email Address

Local Section

OR

Division

Callege o University

Degree Awarded Year

Honors (include major awards, honorary

ocieties and fraternities, honorary degrees, and lecureships):

Professional positions held (list present position first indicate dates and titles of professional positions

include sabbatical assi

s, visi

Employer

professorships, post doctoral positions, etc.):

Title Inclusive Dates





[image: image11.png]Councilor Biography
Pa;

Service in ACS Local Section Offices (include offices held, councilorships, and committee memberships):

Service in ACS Division Offices (include offices held, covncilorships and comaittee memberships)

Division Position Inclusive Dates

List membership in ACS Divisions:

National Offices (include national ACS Commiltees, task forces, advisory boards, etc);

Position Inclusive Dates

Cusrent memberships in professional organizations:






III.
Annual Dues Report Form

[image: image12.png]2003 DIVISION DUES
DEADLINE APRIL 30, 2002

DIVISION:

OFFICER SUBMITTING INFORMATION (PLEASE PRINT)

SIGNATURE:
ADDITIONAL
POSTAGE ~ PRODUCT
1 DIVISION MEMBER Dues”
2 DIVISION AFFILIATE Dues®*.
3 NATIONAL AFFILIATE Dues**
4 STUDENT Dues,
(Refer to Division Bylaws)
2) Who qualifies for STUDENT Dues?
5 EMERITUS STATUS (members)
(Refer to Division Bylaws)
2) Who is eligible for EMERITUS STATUS in yous Division’.
* ‘The terms MEMBER and ASSOCIATE MEMBER are synonymous except that ASSOCIATE

MEMBERS are not eligible to hold elective office within the Society. its Local Sections or Divisions, and
the privilege of serving as Temporary Substitute Councilor. However, if the bylaws of the Local Section or
Division so permit, an ASSOCIATE MEMBER may hold an elective position of the Local Section of
Division, other than Councilor or Alemate Councilor. (Refer to BYLAW L, SEC. 7(b.1) and your Division
bylaws)

** BYLAWIL SEC 4(v), DIVISION AFFILIATES shall sefan status only so long as payment i
made of Division dues of not less than o dollars (52.00) per snaum, except that a regularly matriculated
student specializing in a chemical scieace may be accepted as 2 Division Afflate on payment of one dallar
(51.00) per znzum. (1-1-8)





[image: image13.png]Divisions are charged $1.00/DIVISION AFFILIATE fyear to have their Division dues collected by ACS
‘Therefore, many Divisions charge DIVISION AFFILIATES at least $1.00 more per year than MEMBERS
in order to recover this cost.

*#++  NATIONAL AFFILIATE is a category for citizens or residents of the US. who do not qualify for
ACS membership but whose major vocational effort is directly related to the field of chemistry or chemical
gincering. NATIONAL AFFILIATES may join any Division which has 2 provision for such affliation

in s bylaws.

Division Bylaws can be found here: htto://membership acs ore/C/CDA/bylaw html
Return to: Offce of Division Programs, ACS, 1155 16th Street NW, Washington, DC 20036, FAX
(202) 7768211,

DEADLINE APRIL 30, 2002
Please complete and return this form even if your dues have
not changed.




Part D.  Flow Chart
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“Information Digest for Division Officers of the 

American Chemical Society, 1987-88”

SECRETARIES
ACS SEAL
Positives of the ACS seal, for photo offset use in printing Division letterhead, publications, etc., are available at no cost. One sheet contains the following sizes: 1/2”, 3/4”, and 1”. These may be requested from the Divisional Activities Office, ACS Headquarters.

ARCHIVES
Divisions are urged to appoint an archivist to assist in maintaining records, correspondence and photographs in a logical, methodical manner and in preserving those of historical value. Small Divisions, which have a relatively lower volume of records, may wish to add these duties to those of the elected secretary without creating too much additional burden.

The importance of establishing definite procedures for preserving a Division’s archives frequently is not realized until the need to prepare a history arises. The request for Division histories for inclusion in the ACS Centennial History caused many Divisions to rue their lack of foresight. Significant Division anniversaries often are the occasions for reflections upon the past.

CERTIFICATION OF COUNCILORS AND ALTERNATE COUNCILORS
One of the duties of a Division secretary is to certify to the Executive Director of the Society, not later then December 1 each year (preferably earlier), the names, addresses and terms of office of all elected councilors and alternate councilors for the ensuing year, as stipulated in ACS Bylaw III, Sec. 1(b). This certification, which should include those whose elections have been previously certified, as well as newly, elected persons, provides an annual cross-check to be certain that ACS Headquarters records and those of the Divisions are in agreement.

The December 1 deadline allows very little time for the incoming ACS President to appoint councilors as members or associates of Council Standing Committees before the new year begins; therefore it is very helpful to have the certifications completed as early as October 1. The ACS President can give consideration only to those persons who have been certified for the coming year. Delayed certification may deprive a Division of the recognition which comes from such an appointment, and a committee may miss a member or associate who could give, or already is giving, valuable service.

Biographies are needed for reelected and newly elected councilors. These should be submitted to ACS Headquarters along with the certification form, since they assist the president and the Committee on Committees (which advises the president) in making judicious appointments to Council committees. Appropriate forms (See Appendix, pages A90 - A92) for certification and supplying biographies are routinely sent to each Division secretary. The Records Office at ACS Headquarters can supply additional forms upon request.

CHANGES OF ADDRESS
ACS members are entitled to use either their home or business address for Society records, but it must be the same for everything including Society membership, Division membership, local section membership, and subscriptions to Society publications.

When members submit address changes to you, please send their original request to Columbus, rather than a list. Without the original media, the Columbus office is required to write the member to verify the request. Write directly to: Manager, Member and Subscriber Services, Chemical Abstracts Service, Department 84, P. O. Box 3337, Columbus, Ohio 43210.

REPORTING OFFICERS AND COMMITTEE CHAIRMEN
As soon as possible after Division elections, the secretary should notify the Office of Divisional Activities of newly elected Division and Subdivision officers, as well committee chairs. This information establishes the Division contacts for the various offices at ACS Headquarters. It also provides the necessary information for inclusion in the annual “Yellow Book.”

It is important to provide names of future program chairs and chairs-elect as soon as possible in order for them to be invited to the January Division Officers Conference and Program Coordination Conference.

Additional forms (see Appendix, page A89) may be obtained through the Records Office at ACS Headquarters.

SEPARATES
Print orders and mailing instructions for separates are normally the responsibility of Division secretaries. An order form will be sent well in advance by the Meetings and Divisional Activities Department and must be returned by the deadline indicated. (See Appendix, pages A85 - A86.)

Divisions are reminded that information on your Division’s objectives, programs, membership requirements or other matters of interest can be included in the separates, if supplied. Copy should be camera-ready, single-spaced typing on letter-size paper (8 1/2” x 11”). If material used for the previous meeting is still current, it can be reprinted. In addition, if you have an enclosure, such as a newsletter, to be mailed with your separates, this should be noted on the form. Also, co-sponsored symposia with other Divisions can be included in your separates, but only if the symposia and Division is identified in the appropriate space on the separates order form.

Separates can be designed as self-mailers. The savings on envelopes, printing and mailing house insertion fees may be significant.

D-30
Approved August 18, 2002

