Tab J

Alternate Councilor
1.
In absence of the Councilors of the Division, represent the Division as an alternate at the Council Meetings of the ACS.

ACS COUNCILOR TRAVEL REIMBURSEMENT

The ACS and the Divisions share equally in supporting Council travel. Each Councilor may apply for transportation cost support to one of the two annual Society meetings. The Environmental Division currently has four Councilors. The Councilors select the meetings for which they will apply for reimbursement for each year and document this agreement in advance with the Secretary and Treasurer. The Society provides standard travel expense forms which define the submittal procedure; the Councilors are obliged to follow the procedure defined by the Society.
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Instructions for Councilors:

Councilor (or altemate or temporary substitute councilor)
should complete Part A prior to the ACS National Meeting to
request reimbursement for transportation. The Councilor
should retain the original and submit two copies to the local
section or division treasurer or other appropriate officer at
least four weeks prior to the National Meeting. If the travel
reimbursement is approved by the unit's authorizing body, the
councilor should then complete Part C within three weeks
after the National Meeting and submit the original copy to the
treasurer, enclosing all necessary documentation (e.g., air line
receipts, rail ticket receipts, hotel bills, registration fee, and
other appropriate receipts).

Instructions for Treasurer:

Upon receipt from the councilor of a travel reimbursement
request for the ACS National Meeting, the local section or divi-
sion executive committee, or other authorizing unit, should
take action to approve (or not approve) the request and the
treasurer should complete Part B. The councilor should be
notified promptly by card or letter or copy of the form of
approval or disapproval of the request. Subsequent to the
National Meeting, the Councilor should submit details of
his/er reimbursement request on the original copy to the
treasurer for payment. Treasurer must then, within five weeks
after the meeting complete Part D and submit the original,
along with the necessary documentation, to the ACS
Secretary for reimbursement of the National Society’s share
of the cost. Retain a copy for your records.

PART A

(TO BE COMPLETED BY COUNCILOR OR ALTERNATE OR TEMPORARY

SUBSTITUTE COUNCILOR)
Name Date
Address

Local Section or Division

| wish to attend the next American Chemical Society national
meeting. Because | shall be involved at the meeting with ACS
business, specifically including participation in the Council
meeting, | request that my travel expenses be reimbursed to
the extent possible under the Councilor Travel Expenses
Reimbursement Program.

Signature

PART B

(TO BE COMPLETED BY TREASURER)

Councilor Travel Support Approved Q a
by Authorizing Body Yes No

PART C

(TO BE COMPLETED BY COUNCILOR OR ALTERNATE OR TEMPORARY SUBSTITUTE
COUNCILOR IF REQUEST IN PART A HAS BEEN APPROVED)

Eligble Travel Expenses ~ §

PART D

(TO BE COMPLETED BY TREASURER)

Mail Original to:

Reimbursement Paid to Councilor Office of the Secretary

American Chemical Society
Amount$ Dete Check # 1155 16th Street, N.W.
Treasurer's Name Room 410

Washington, D.C. 20036
Address
T For Office Use Only

National ACS Share
‘Signature of Treasurer Date Approved By
Date Paid Check #

i
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Term of Office: Three years. The office is assumed on January 1 of the calendar year immediately following election by the full members (not affiliate members) of the Division. Note: A councilor is an officer of the Society; the term of office is set by the ACS bylaws, as is the number of councilors for each Division.

Responsibilities: The primary responsibility of a councilor (and the alternate councilor who is the substitute representative in the absence of the councilor) is to serve as a Division representative to the Society through active participation in the decisions and activities of Council. The councilor fulfills his/her responsibilities through exemplary performance of the following activities:

· Maintain an awareness and understanding of all issues brought to Council for consideration and/or vote.

· Inform the Division Executive Committee of all issues to be discussed or voted upon by Council and the potential impact of those issues upon the Division.

· Represent the Division through attendance at Council meetings held at national meetings of the Society.

· Vote on Council issues as directed by the Division Executive Committee.

· Report to the Division Executive Committee and Division members on all issues discussed at Council meetings that may be of interest. Note: Division councilors should alternate the responsibility of writing summaries of each Council meeting and determine in advance of each meeting who will assume that responsibility; however, the draft should be circulated to all of the Division councilors to ensure the accuracy and comprehensiveness of the final report.
· Attend the Division Executive Committee meetings and business meeting to report on Council activities; attend other official Division meetings upon the request of the Division chair.

· Seek appointments to, and actively participate in, committees of the Society.

· Serve on Division committees and taskforces at the request of the Division chair.

· Represent the Division at the Division officers’ caucus held at national meetings of the Society.

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

Note: Newly elected councilors should familiarize themselves with the Handbook for Councilors that they will receive from ACS Headquarters after confirmation of their election by the Division secretary.
Timeline:

February
· 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. Submit items to the Division chair for inclusion on the spring Executive Committee agenda. 

March
· Prepare councilor’s report for presentation at the Division’s Executive Committee meeting to be held at the spring national meeting of the Society.

March/April
· Present councilor’s 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.

April

· The councilor, designated in advance to do so, will draft within 2–4 weeks after the spring Council meeting 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.

July
· Submit items to the Division chair for inclusion on the fall Executive Committee agenda. 

July/August
· 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. Prepare councilor’s report for presentation at the Division Executive Committee meeting to be held in the fall.

August/September
· Present councilor’s report at the 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 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.

September
· 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.

December
· Review the files. Forward any documents of potential long-term significance to the Division that are not needed by the councilor or alternate councilor in the fulfillment of his/her duties to the Division archivist/historian. If not continuing in the office of councilor or alternate councilor, prepare the files for transfer to the incoming councilor/alternate councilor by January 1.
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