Tab F

Treasurer
1.
The primary responsibility of the Treasurer is to oversee the financial matters of the Division and to inform the membership, the Executive Committee, ACS and the IRS of the Division’s financial status.

2.
Carry-out and maintain all records of the financial transactions of the Division.

3.
In collaboration with the Secretary, prepare the Annual Treasurer’s Report to be submitted to ACS on time.

4.
Handle all Division financial matters related to the National Meetings (i.e. desk, financial operation, reimbursements, etc.).

5.
Transmit list of new members (signed up at National Meetings) to ACS.

TIME SCHEDULE
A typical schedule for a treasurer is shown below. Each treasurer should work out his own deadlines for completing specific items.

	December 31
	Close Division books, schedule annual audit, begin preparation of income tax report.

	February 15
	If applicable, prepare and mail Internal Revenue Form 1099. (See Income Tax section.)

	March 15
	Submit ACS Annual Financial Report covering previous year’s Division finances to the Divisional Activities Office, ACS Headquarters.

	Before Spring Meeting
	If possible, mail copies of ACS Annual Financial Report to Division officers ten (10) days before spring meeting.

	Spring Meeting
	Review previous expenditures and income versus budget for the executive committee.

	April 1
	Mail Income Tax Return to District Director. (See Income Tax section.) Forward a copy to the Office of Financial Operations, ACS Headquarters.

	May 1
	Send next year’s dues amounts to Divisional Activities Office, ACS Headquarters.

	July 1
	Request budget inputs from all chairpersons for activities for the following year.

	Before Fall Meeting
	Prepare report for fall meeting, including six (6) months (or year-to-date) financial report and proposed budget for coming year. If feasible, mail to officers ten (10) days before fall meeting.

	Fall Meeting
	Review current financial status and get executive committee approval for following year’s budget.


BUDGETING
Good financial practice dictates that each Division treasurer should prepare a projected budget for the following year for executive committee approval at the fall national meeting. This information is requested in the call for annual reports each year. (See Appendix, pages A55 - A61). The treasurer also should review for the executive committee the status of the year-to-date expenditures versus current year’s approved budget to aid them in their decisions on next year’s budget. The budget year is normally January 1 through December 31.

The budget should be a planning tool to aid in the Division’s management. It is important to identify and estimate the major expenditures and sources of income. A comparison of these in the preliminary budget can avert future problems. The Divisional Activities Office maintains a five year historical summary of each Division’s finances on a computerized spreadsheet (Lotus 1-2-3). To request data on your Division, contact Mrs. Shirley D. Massman at ACS Headquarters.

ACS INVESTMENT POOL
The Investment Pool (IP) is essentially a mutual fund operation which originally was established to enable the several Society-owned funds to invest their long-term reserves in a single investment portfolio. It is administered by the Treasurer of the ACS.

Purpose

· To facilitate investing the highest possible percentage of the funds controlled by the American Chemical Society in income-producing assets with maximum potential for income and capital appreciation.

· To give participants an optimum rate of return and a proportionate share of capital gains and losses.

· To maximize the rate of return on investment and to protect the principal of funds too small to maintain a balanced portfolio of investments.

· To provide a means for preserving the identity of each fund and at the same time keep the highest percentage of the assets of each fund invested.

Participation

Participation in the ACS Investment Pool is restricted to funds of the ACS and the long-term investment funds of the organized units of the ACS that have been set aside as a reserve for, or to endow, an objective or objectives of the Society as set forth in Section 2 of the Act of Incorporation.

For complete details of the ACS Investment Pool, please contact Mr. Brian A. Bernstein at ACS Headquarters, (202) 872-4415.

INCOME TAX RETURNS
Each Division with gross receipts in excess of $25,000 is required to file an INFORMATIONAL tax return (for tax-exempt organizations) with the Federal Internal Revenue Service on Form 990, together with Schedule A of Form 990. This is the responsibility of the Division Treasurer. Forms are available from district offices of IRS or directly from IRS in Washington. Each ACS Division is exempt from paying Federal income taxes under Section 501(c)(3) through a group exemption originally granted to ACS in 1946. This exemption of the Society and its Divisions under the 1954 Code was officially reaffirmed by the Commissioner of the Internal Revenue Service in a letter dated March 15, 1955; this letter relieved Divisions of the necessity of applying for individual exemptions. The form provides space for and requires that you enter the Society’s Group Exemption Number, which is (GEN) 0945. For a copy of the Tax Exemption Letter, see Appendix, page A103.

Divisions with gross receipts less than $25,000 annually need only file Form 990 by inserting the Division name, address and Federal I.D.  number and be signed by the treasurer stating on Form 990 that receipts were less than $25,000.

Form 990 must be filed on or before the fifteenth day of the fifth month following the close of a Division’s accounting period. Instructions for completing the form usually accompany it, however, assistance nay be requested from the ACS Office of Financial Operations. Financial statements of topical groups, Subdivisions and Division publications should be included on Form 990.

Each Division that has gross receipts of more than $25,000 must also complete Schedule A and attach it to the Form 990 which it files for the year. Part V on page 2 of Schedule A must also be completed. Divisions of the ACS are not private foundations because of the description in block 8 of this part of Schedule A. Each Division must fill out the financial schedule and answer the appropriate questions below the schedule.

Form 990-T – Exempt Organization Business Income Tax Return

Every organization must file a return on Form 990-T when its gross income from an unrelated trade or business is $1,000 or more. The term “unrelated trade or business” means any regularly carried on trade or business, the conduct of which is not substantially related to the exercise or performance by the organization of its charitable, educational or other purpose of function constituting the basis for its exemption under the Internal Revenue Code. In general ACS Divisions will find that they may be required to file Form 990-T if they derive revenues of more than $1,000 per year from sale of advertising in their journals or publications.

Form 990-T must be filed on or before the fifteenth day of the fifth month following the close of the taxable year.

Information required for Form 990-T may be complex. If you are required to file, it may be advisable to consult a reputable tax accountant or attorney. If in doubt as to whether or not you should engage professional help, feel free to contact the ACS Office of Financial Operations.

Instructions for completion of Form 990-T are usually included with the instructions for Form 990.

Should IRS raise questions about your return, it is extremely important that you immediately seek advice from the ACS Office of Financial Operations. UNDER NO CIRCUMSTANCES should a Division agree to pay an income tax without such consultation.
Please forward copies of your Form 990 and/or 990-T as filed with the Internal Revenue Service to the Office of Financial Operations, ACS Headquarters.

Form 1099-MISC – U.S. Information Return for Recipients of Miscellaneous Incomes for Calendar Year

Payments made by a Division in excess of $600 for contract services by individuals other than employees should be reported on IRS Form 1099-MISC. This form is used by all organizations to report payments made during the year to individuals or partnerships for personal services rendered to the reporting organization. Such payments will include consulting fees, honoraria, stipends, etc., and are reported in column 7 of the form. Reimbursements of expenses are not reported on this form, nor are any payments to corporations.

The instructions for Form 1099-MISC are included in the instructions for Form 1096 discussed below. A separate Form 1099-MISC is prepared in triplicate for each payee to whom payments totaling $600 or more were actually made during the calendar year. The original copy of the form accompanies the Form 1096 to the IRS, the second copy is sent to the payee and the third copy is retained by the issuing organization. These forms must be issued on or before January 31 following the close of the calendar year being reported upon.

Form 1096 – Annual Summary and Transmittal of U.S. Information Returns

Form 1096 is used to summarize all Forms 1099, discussed above, prepared for each calendar year and for transmitting the forms to IRS. Instructions for its preparation, as well as for Form 1099, are printed separately and are available from your local IRS office. The instructions also describe the types of payments which should be reported.

SS-4 – Application for Employer Identification Number

Each Division must have its own Federal Employer Identification number in order to be included in the group exemption from federal income taxes issued to the ACS in accordance with the provisions of 501(c)(3) of the Internal Revenue Code. This identification number must be used on all correspondence, returns, statements and deposit forms used by the Divisions. Application for the number is made by the use of Form SS-4 which is available from any local IRS office. Instructions for filling in the form appear on its reverse side.

INSURANCE INFORMATION
The American Chemical Society and its local sections and Divisions are insured against liability incurred through bodily injury or property damage claims.

Commercial Business Policy

On August 1, 1978, The Travelers Insurance Company issued a Comprehensive Business Policy insuring the American Chemical Society and its local sections and Divisions against any liability it may incur through bodily injury or property damage claims. The limit is $1,000,000 each occurrence, and $1,000,000 Aggregate Bodily Injury and Property Damage. In addition, a $20,000,000 Umbrella Liability Policy is in force.

The coverage is not that of a general accident policy, which pays when anyone is injured regardless of how the injury was caused. It is legal liability, which pays only when the Society, or one of its local sections or Divisions, or someone acting for them, fails to exercise reasonable care, and a injury or property damage results from this carelessness or negligence. In other words, it covers legally enforceable claims against the Society, local sections or Divisions by someone other than an employee. If the insured, namely the ACS, a local section or Division, is legally liable for causing the injury, the insurance pays; otherwise, not.

A full report of each accident which might fall within the meaning outlined above should be sent promptly to the Treasurer of the American Chemical Society, ACS Headquarters.

It should be kept in mind that many meetings are sponsored jointly. In such cases the responsibility for the injuries might lie with either organization or be shared by both. Information which would help determine such responsibility should be included in the report.

Summary of Coverage

Liability for personal injury or property damage to members of the public arising out of all premises, operations, completed operations, assumed liability, employee benefit liability, is covered anywhere in the world, as long as claims are brought in the U.S.A.

Limit:
$1,000,000 Combined Single Limit – Bodily Injury and Property Damage.

Note:
Coverage extends to such specific coverages as:

(a)
Personal injury – libel, slander, false arrest, wrongful eviction, etc.

(b)
Host liquor law liability

(c)
Incidental malpractice

(d)
Employees as additional insureds

(e)
Fire legal liability – $50,000 per occurrence

(f)
Blanket contractual – oral and written agreements

(g)
Premises medical – $5,000 per person

(h)
Stop-gap – monopolistic states

(i)
Members of peer review committees

Important Exclusions
(1)
Joint ventures

(2)
Workers’ compensation claims

(3)
Damage for other than bodily injury and property damage losses (these are intangible losses, which may be covered under other policies)

(4)
Damage to property in ACS’s care, custody or control

(5)
War and nuclear perils

(6)
Liability arising from aircraft, watercraft or automobiles

(7)
Translation and publication of technical, chemical, medical and engineering information 

Comprehensive Crime Coverage (Bonding)

The Society also provides bonding for compensated and non-compensated elected officers of all local sections and Divisions of ACS, in the U.S. and Canada. Loss caused by dishonest or fraudulent acts is covered up to $1,000,000.  A blanket amount of $500,000 applies to the following:

1.
Money and securities are covered both inside and outside all premises for actual destruction, disappearance or wrongful abstraction thereof (including larceny, theft, burglary, robbery, hold-up, misplacement or damage).

2.
Loss sustained through forgery or alteration of any check, draft or promissory note.

3.
Loss caused by unpaid money orders or counterfeit paper currency.

Important Exclusions
1.
Management knowledge of fraudulent or criminal act by any employee voids coverage for any loss caused by that employee after such knowledge is acquired.

2.
Inventory shortages of themselves are inadequate “proof of loss.”

3.
Piracy of industrial trade secrets is not deemed to be a fraudulent or dishonest act of employees, as defined in the policy.

NOTE:  Applied to each loss is a $1,000 deductible.

GENERAL INSURANCE REQUIREMENTS
Independent Contractors

All independent contractors engaged in plant maintenance, construction or any other operations on behalf of American Chemical Society must furnish to you a Certificate of Insurance indicating the following minimum coverage:

A.
Comprehensive General Liability
$1,000,000 Combined Single Limit Bodily Injury and Property Damage

Certificate must indicate that coverage is afforded for Completed Operations and/or Products Liability.

B.
Comprehensive Automobile Liability
$1,000,000 Combined Single Limit Bodily Injury and Property Damage

Certificate must indicate that coverage is afforded to all Owned, Non-Owned and Hired Automobiles.

C.
Workers’ Compensation
Certificate to show coverage in compliance with Workers’ Compensation Statutes.

D.
Employers/ Liability (Stop-Gap)

$100,000 each accident.

Stop-Gap Liability in Workers’ Compensation Monopolistic States.

All certificates to have a ten-day notice of cancellation in favor of American Chemical Society or its subsidiaries.

Leases and Agreements

If the Society, a Division or a local section contemplates executing leases or agreements with other parties, it is advisable that the ACS Treasurer’s Office review these agreements prior to execution. Many contractual arrangements can affect or materially alter the Society’s present liability and property coverages or revise the present insurance contracts. Do not agree to indemnity or hold harmless any party. If these clauses are included in any lease or agreement contact the ACS Treasurer’s Office.

Employee Benefit Policies

Please note that if your section or Division employs any individual(s) and employee benefit plans such as health or life insurance are provided, you must comply with the reporting and disclosure requirements of the Employee Retirement Income Security Act (ERISA). If you feel that you need assistance in this area, contact the Treasurer of the ACS.

Workers’ Compensation

Divisions employing staff must provide their own workers’ compensation and other insurance coverage required by the state of operation.

ISSUING INVOICES FOR YOUR DIVISION
When issuing invoices for advertising in newsletters, preprints, etc., please indicate on the invoice that payment is to be made to the Division (not the ACS) and the proper address. Many situations have occurred in which checks have been sent directly to ACS Headquarters resulting in time-consuming research and considerable delays in payment.

STATE TAX EXEMPTIONS
Applications for exemption from sales taxes on purchases in several states have been filed by the ACS. As of November 1986 exemptions have been granted to the ACS (and its Divisions and local sections) in the following states:

District of Columbia
8200 70778 02




Maryland
3108920-5





Massachusetts
E-530-196-572

New Jersey
EO-530-196-572





New York
EX-100499

Ohio
No Number

Texas
No Number

Colorado
Use Home State Exemption Number

Exemption has been denied in the following states:

California

Florida

Illinois

Missouri

Pennsylvania

Washington

Virginia

TIME SCHEDULE
A typical schedule for a treasurer is shown below. Each treasurer should work out his own deadlines for completing specific items.

	December 31
	Close Division books, schedule annual audit, begin preparation of income tax report.

	February 15
	If applicable, prepare and mail Internal Revenue Form 1099. (See Income Tax section.)

	March 15
	Submit ACS Annual Financial Report covering previous year’s Division finances to the Divisional Activities Office, ACS Headquarters.

	Before Spring Meeting
	If possible, mail copies of ACS Annual Financial Report to Division officers ten (10) days before spring meeting.

	Spring Meeting
	Review previous expenditures and income versus budget for the executive committee.

	April 1
	Mail Income Tax Return to District Director. (See Income Tax section.) Forward a copy to the Office of Financial Operations, ACS Headquarters.

	May 1
	Send next year’s dues amounts to Divisional Activities Office, ACS Headquarters.

	July 1
	Request budget inputs from all chairpersons for activities for the following year.

	Before Fall Meeting
	Prepare report for fall meeting, including six (6) months (or year-to-date) financial report and proposed budget for coming year. If feasible, mail to officers ten (10) days before fall meeting.

	Fall Meeting
	Review current financial status and get executive committee approval for following year’s budget.


BUDGETING
Good financial practice dictates that each Division treasurer should prepare a projected budget for the following year for executive committee approval at the fall national meeting. This information is requested in the call for annual reports each year. (See Appendix, pages A55 - A61). The treasurer also should review for the executive committee the status of the year-to-date expenditures versus current year’s approved budget to aid them in their decisions on next year’s budget. The budget year is normally January 1 through December 31.

The budget should be a planning tool to aid in the Division’s management. It is important to identify and estimate the major expenditures and sources of income. A comparison of these in the preliminary budget can avert future problems. The Divisional Activities Office maintains a five year historical summary of each Division’s finances on a computerized spreadsheet (Lotus 1-2-3). To request data on your Division, contact Mrs. Shirley D. Massman at ACS Headquarters.

ACS INVESTMENT POOL
The Investment Pool (IP) is essentially a mutual fund operation which originally was established to enable the several Society-owned funds to invest their long-term reserves in a single investment portfolio. It is administered by the Treasurer of the ACS.

Purpose

· To facilitate investing the highest possible percentage of the funds controlled by the American Chemical Society in income-producing assets with maximum potential for income and capital appreciation.

· To give participants an optimum rate of return and a proportionate share of capital gains and losses.

· To maximize the rate of return on investment and to protect the principal of funds too small to maintain a balanced portfolio of investments.

· To provide a means for preserving the identity of each fund and at the same time keep the highest percentage of the assets of each fund invested.

Participation

Participation in the ACS Investment Pool is restricted to funds of the ACS and the long-term investment funds of the organized units of the ACS that have been set aside as a reserve for, or to endow, an objective or objectives of the Society as set forth in Section 2 of the Act of Incorporation.

For complete details of the ACS Investment Pool, please contact Mr. Brian A. Bernstein at ACS Headquarters, (202) 872-4415.

INCOME TAX RETURNS
Each Division with gross receipts in excess of $25,000 is required to file an INFORMATIONAL tax return (for tax-exempt organizations) with the Federal Internal Revenue Service on Form 990, together with Schedule A of Form 990. This is the responsibility of the Division Treasurer. Forms are available from district offices of IRS or directly from IRS in Washington. Each ACS Division is exempt from paying Federal income taxes under Section 501(c)(3) through a group exemption originally granted to ACS in 1946. This exemption of the Society and its Divisions under the 1954 Code was officially reaffirmed by the Commissioner of the Internal Revenue Service in a letter dated March 15, 1955; this letter relieved Divisions of the necessity of applying for individual exemptions. The form provides space for and requires that you enter the Society’s Group Exemption Number, which is (GEN) 0945. For a copy of the Tax Exemption Letter, see Appendix, page A103.

Divisions with gross receipts less than $25,000 annually need only file Form 990 by inserting the Division name, address and Federal I.D.  number and be signed by the treasurer stating on Form 990 that receipts were less than $25,000.

Form 990 must be filed on or before the fifteenth day of the fifth month following the close of a Division’s accounting period. Instructions for completing the form usually accompany it, however, assistance nay be requested from the ACS Office of Financial Operations. Financial statements of topical groups, Subdivisions and Division publications should be included on Form 990.

Each Division that has gross receipts of more than $25,000 must also complete Schedule A and attach it to the Form 990 which it files for the year. Part V on page 2 of Schedule A must also be completed. Divisions of the ACS are not private foundations because of the description in block 8 of this part of Schedule A. Each Division must fill out the financial schedule and answer the appropriate questions below the schedule.

Form 990-T – Exempt Organization Business Income Tax Return

Every organization must file a return on Form 990-T when its gross income from an unrelated trade or business is $1,000 or more. The term “unrelated trade or business” means any regularly carried on trade or business, the conduct of which is not substantially related to the exercise or performance by the organization of its charitable, educational or other purpose of function constituting the basis for its exemption under the Internal Revenue Code. In general ACS Divisions will find that they may be required to file Form 990-T if they derive revenues of more than $1,000 per year from sale of advertising in their journals or publications.

Form 990-T must be filed on or before the fifteenth day of the fifth month following the close of the taxable year.

Information required for Form 990-T may be complex. If you are required to file, it may be advisable to consult a reputable tax accountant or attorney. If in doubt as to whether or not you should engage professional help, feel free to contact the ACS Office of Financial Operations.

Instructions for completion of Form 990-T are usually included with the instructions for Form 990.

Should IRS raise questions about your return, it is extremely important that you immediately seek advice from the ACS Office of Financial Operations. UNDER NO CIRCUMSTANCES should a Division agree to pay an income tax without such consultation.
Please forward copies of your Form 990 and/or 990-T as filed with the Internal Revenue Service to the Office of Financial Operations, ACS Headquarters.

Form 1099-MISC – U.S. Information Return for Recipients of Miscellaneous Incomes for Calendar Year

Payments made by a Division in excess of $600 for contract services by individuals other than employees should be reported on IRS Form 1099-MISC. This form is used by all organizations to report payments made during the year to individuals or partnerships for personal services rendered to the reporting organization. Such payments will include consulting fees, honoraria, stipends, etc., and are reported in column 7 of the form. Reimbursements of expenses are not reported on this form, nor are any payments to corporations.

The instructions for Form 1099-MISC are included in the instructions for Form 1096 discussed below. A separate Form 1099-MISC is prepared in triplicate for each payee to whom payments totaling $600 or more were actually made during the calendar year. The original copy of the form accompanies the Form 1096 to the IRS, the second copy is sent to the payee and the third copy is retained by the issuing organization. These forms must be issued on or before January 31 following the close of the calendar year being reported upon.

Form 1096 – Annual Summary and Transmittal of U.S. Information Returns

Form 1096 is used to summarize all Forms 1099, discussed above, prepared for each calendar year and for transmitting the forms to IRS. Instructions for its preparation, as well as for Form 1099, are printed separately and are available from your local IRS office. The instructions also describe the types of payments which should be reported.

SS-4 – Application for Employer Identification Number

Each Division must have its own Federal Employer Identification number in order to be included in the group exemption from federal income taxes issued to the ACS in accordance with the provisions of 501(c)(3) of the Internal Revenue Code. This identification number must be used on all correspondence, returns, statements and deposit forms used by the Divisions. Application for the number is made by the use of Form SS-4 which is available from any local IRS office. Instructions for filling in the form appear on its reverse side.

INSURANCE INFORMATION
The American Chemical Society and its local sections and Divisions are insured against liability incurred through bodily injury or property damage claims.

Commercial Business Policy

On August 1, 1978, The Travelers Insurance Company issued a Comprehensive Business Policy insuring the American Chemical Society and its local sections and Divisions against any liability it may incur through bodily injury or property damage claims. The limit is $1,000,000 each occurrence, and $1,000,000 Aggregate Bodily Injury and Property Damage. In addition, a $20,000,000 Umbrella Liability Policy is in force.

The coverage is not that of a general accident policy, which pays when anyone is injured regardless of how the injury was caused. It is legal liability, which pays only when the Society, or one of its local sections or Divisions, or someone acting for them, fails to exercise reasonable care, and a injury or property damage results from this carelessness or negligence. In other words, it covers legally enforceable claims against the Society, local sections or Divisions by someone other than an employee. If the insured, namely the ACS, a local section or Division, is legally liable for causing the injury, the insurance pays; otherwise, not.

A full report of each accident which might fall within the meaning outlined above should be sent promptly to the Treasurer of the American Chemical Society, ACS Headquarters.

It should be kept in mind that many meetings are sponsored jointly. In such cases the responsibility for the injuries might lie with either organization or be shared by both. Information which would help determine such responsibility should be included in the report.

Summary of Coverage

Liability for personal injury or property damage to members of the public arising out of all premises, operations, completed operations, assumed liability, employee benefit liability, is covered anywhere in the world, as long as claims are brought in the U.S.A.

Limit:
$1,000,000 Combined Single Limit – Bodily Injury and Property Damage.

Note:
Coverage extends to such specific coverages as:

(a)
Personal injury – libel, slander, false arrest, wrongful eviction, etc.

(b)
Host liquor law liability

(c)
Incidental malpractice

(d)
Employees as additional insureds

(e)
Fire legal liability – $50,000 per occurrence

(f)
Blanket contractual – oral and written agreements

(g)
Premises medical – $5,000 per person

(h)
Stop-gap – monopolistic states

(i)
Members of peer review committees

Important Exclusions
(1)
Joint ventures

(2)
Workers’ compensation claims

(3)
Damage for other than bodily injury and property damage losses (these are intangible losses, which may be covered under other policies)

(4)
Damage to property in ACS’s care, custody or control

(5)
War and nuclear perils

(6)
Liability arising from aircraft, watercraft or automobiles

(7)
Translation and publication of technical, chemical, medical and engineering information 

Comprehensive Crime Coverage (Bonding)

The Society also provides bonding for compensated and non-compensated elected officers of all local sections and Divisions of ACS, in the U.S. and Canada. Loss caused by dishonest or fraudulent acts is covered up to $1,000,000.  A blanket amount of $500,000 applies to the following:

1.
Money and securities are covered both inside and outside all premises for actual destruction, disappearance or wrongful abstraction thereof (including larceny, theft, burglary, robbery, hold-up, misplacement or damage).

2.
Loss sustained through forgery or alteration of any check, draft or promissory note.

3.
Loss caused by unpaid money orders or counterfeit paper currency.

Important Exclusions
1.
Management knowledge of fraudulent or criminal act by any employee voids coverage for any loss caused by that employee after such knowledge is acquired.

2.
Inventory shortages of themselves are inadequate “proof of loss.”

3.
Piracy of industrial trade secrets is not deemed to be a fraudulent or dishonest act of employees, as defined in the policy.

NOTE:  Applied to each loss is a $1,000 deductible.

GENERAL INSURANCE REQUIREMENTS
Independent Contractors

All independent contractors engaged in plant maintenance, construction or any other operations on behalf of American Chemical Society must furnish to you a Certificate of Insurance indicating the following minimum coverage:

A.
Comprehensive General Liability
$1,000,000 Combined Single Limit Bodily Injury and Property Damage

Certificate must indicate that coverage is afforded for Completed Operations and/or Products Liability.

B.
Comprehensive Automobile Liability
$1,000,000 Combined Single Limit Bodily Injury and Property Damage

Certificate must indicate that coverage is afforded to all Owned, Non-Owned and Hired Automobiles.

C.
Workers’ Compensation
Certificate to show coverage in compliance with Workers’ Compensation Statutes.

D.
Employers/ Liability (Stop-Gap)

$100,000 each accident.

Stop-Gap Liability in Workers’ Compensation Monopolistic States.

All certificates to have a ten-day notice of cancellation in favor of American Chemical Society or its subsidiaries.

Leases and Agreements

If the Society, a Division or a local section contemplates executing leases or agreements with other parties, it is advisable that the ACS Treasurer’s Office review these agreements prior to execution. Many contractual arrangements can affect or materially alter the Society’s present liability and property coverages or revise the present insurance contracts. Do not agree to indemnity or hold harmless any party. If these clauses are included in any lease or agreement contact the ACS Treasurer’s Office.

Employee Benefit Policies

Please note that if your section or Division employs any individual(s) and employee benefit plans such as health or life insurance are provided, you must comply with the reporting and disclosure requirements of the Employee Retirement Income Security Act (ERISA). If you feel that you need assistance in this area, contact the Treasurer of the ACS.

Workers’ Compensation

Divisions employing staff must provide their own workers’ compensation and other insurance coverage required by the state of operation.

ISSUING INVOICES FOR YOUR DIVISION
When issuing invoices for advertising in newsletters, preprints, etc., please indicate on the invoice that payment is to be made to the Division (not the ACS) and the proper address. Many situations have occurred in which checks have been sent directly to ACS Headquarters resulting in time-consuming research and considerable delays in payment.

STATE TAX EXEMPTIONS
Applications for exemption from sales taxes on purchases in several states have been filed by the ACS. As of November 1986 exemptions have been granted to the ACS (and its Divisions and local sections) in the following states:

District of Columbia
8200 70778 02




Maryland
3108920-5





Massachusetts
E-530-196-572

New Jersey
EO-530-196-572





New York
EX-100499

Ohio
No Number

Texas
No Number

Colorado
Use Home State Exemption Number

Exemption has been denied in the following states:

California

Florida

Illinois

Missouri

Pennsylvania

Washington

Virginia

Term of Office: Two years. The office is assumed on January 1 of the calendar year immediately following election by the full and national affiliate members of the Division; review bylaws for voting privileges. 
Responsibilities: The primary responsibility of the treasurer is to coordinate and monitor the financial activities of the Division, to accurately maintain the Division financial records, and to report on the financial health of the Division to the Division Executive Committee, Division members, the IRS, and to the Society. The treasurer fulfills his/her responsibilities through exemplary performance of the following activities:

· Receive all payments due to the Division.

· Deposit of any dues payments sent directly to the Division and the submission of the payee’s name and address to ACS Member and Subscriber Services for inclusion in the Division membership records. Note: Division dues notices issued by ACS for the following calendar year are included with ACS national dues notices. These are mailed by the Society in accordance with Division bylaws to all Division members and affiliates with the exception of those who have paid in advance. These Division dues payments are paid directly to ACS Headquarters along with the member’s annual Society dues fee. Information on Division membership dues, along with a payment check, is supplied to the Division twice a year—approximately February 15 and August 15. The Society charges one dollar for each division affiliate membership dues payment processed. The check sent to Divisions for membership dues is net of this processing fee.
· Pay all duly authorized bills for the Division.

· Maintain and ensure the accuracy of all Division financial reports.

· Maintain the Division checking and savings accounts in any bank(s) convenient to the treasurer. The treasurer and the Division chair are authorized to make withdrawals by signing checks against the Division accounts. Checks are to be endorsed as follows: For deposit only, Division of Environmental Chemistry, American Chemical Society, followed by the treasurer’s signature and title. Maintain accurate account records, showing the source of all receipts and bills and the reasons for all expenditures.

· Complete and return to the ACS Office of Divisional Activities the ACS form requesting the price of Division membership for the following calendar year after discussion at the Division’s spring Executive Committee meeting.

· Recommend investment strategies to the Division Executive Committee. Note: Some Divisions have Investment Committees to fulfill this function; if such a committee is deemed necessary, the Division treasurer should serve on the committee.
· Manage Division Investments and report on their status in interim Division financial reports issued quarterly to the Division Executive Committee.

· Attend the Division Executive Committee meetings and the Division business meeting to report on Division Finances; attend any other official Division meetings at the request of the Division chair.

· Attend the Division officers’ training conference in the year that Division treasurers are invited.

· Attend Division treasurers’ forum scheduled at national meetings of the Society by the ACS Committee on Divisional Activities.

· Schedule and chair the meetings of the Division Finance Committee, if one exists.

· Prepare the Division annual financial report and circulate copies to all Division officers, allowing sufficient time for review and changes prior to on-time 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 secretary during the year that the report covers. Note: The Division annual financial report is written by the person who served as treasurer during the year covered by the report.
· File the Division’s annual federal income tax return on or before the due date, usually May 15. Refer to the most current edition of the Information Digest for Division Officers for examples of income tax forms, due dates, etc.

· Obtain the financial reports for all Division technical programs within 90 days after the meeting; issue appropriate tax forms to all speakers, awardees, etc., who received Division payments in excess of $600.

· Initiate the annual audit of the Division’s financial records.

· Cooperate with the Division Audit Committee through timely submission of all unaudited ledgers, checkbooks, bank statements for checking and savings accounts, canceled checks, invoices, deposit slips, and any other material requested by the Division’s Audit Committee chair.

· Upon completion of term of office, transfer all relevant files to the incoming treasurer and forward to the Division archivist/historian all original documents of potential long-term value that are not required in the fulfillment of the treasurer’s duties and responsibilities.

· Perform other duties as prescribed by the Division bylaws (be specific).

Note: The treasurer should utilize the most current 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: income tax reporting, Division annual financial reports, etc. Sample forms and practical examples are included in this document.
Timeline:

January
· Attend the Division officers’ training conference in the year that Division treasurers are invited. Note: Division secretaries and treasurers attend the conference in alternate years. 
· Draft Division annual financial report, if responsible. The Division annual financial report is written by the person who served as treasurer during the year covered by the report. 
· Issue IRS form 1099-MISC to all individuals who received Division payments in excess of $600 in the prior calendar year (speakers’ honoraria, awards, etc.). 
· Contact Division Audit Committee to begin audit of Division financial records.

February
· Circulate the Division annual financial report (or ensure that the immediate past treasurer circulates the report) to the current Division chair and to all Division officers who served during the year that is covered by the report to ensure the accuracy and comprehensiveness of the report. Make changes to the report as required. 
· Distribute agenda for the Division Finance Committee meeting to all committee members, if scheduled for the spring national meeting of the Society. 
· Supply unaudited Division financial records to the Division Audit Committee upon request. 
· Submit items to the Division chair for inclusion on the spring Executive Committee agenda.

March
· Upon approval of the Division chair, submit the Division annual financial report to the ACS Committee on Divisional Activities on or before March 15th. 
· Prepare Division financial report for presentation at the Division Executive Committee meeting to be held at the spring national meeting of the Society.

March/April
· 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 held.

April
· Prepare the Internal Revenue Service forms and submit them to the district director of Internal Revenue on or before May 15. Refer to the most recent edition of the Information Digest for Division Officers for sample forms, examples, and general information.

July
· Submit items to the Division chair for inclusion on the fall Executive Committee agenda. 
· Distribute the agenda and schedule for the Finance Committee meeting to all committee members, if scheduled for the fall national meeting of the Society.

July/August
· Prepare Division financial report for presentation at the Division Executive Committee meeting to be held at the fall national meeting of the Society. 
· Submit list to the Division chair of candidates for membership on the Finance Committee to replace those completing their terms of office in the current calendar year. All appointments are to be made prior to the fall national meeting of the Society and all new appointees are to be invited to the fall committee meeting, if scheduled.

August/September
· Present, if responsible, the draft Division budget for the following calendar year at the Division Executive Committee. 
· Present Division financial report at the Division Executive Committee meeting (and at the Division business meeting, if held in the fall). 
· Attend meeting of Division treasurers, if scheduled by the ACS Committee on Divisional Activities. Chair Division Finance Committee meeting, if held.

October
· Submit label requests to the Division secretary for Division mailings scheduled for the following calendar year.

December
· 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. 
· Forward any documents of potential long-term significance to the Division that are not needed by the treasurer in the fulfillment of his/her duties to the Division archivist/historian. 
· Begin preparation of Division’s annual financial report. Remember: The Division’s annual financial report is written by the person who served as treasurer during the year covered by the report.
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