Tab L

Archivist
The Archivist is to compile the Division records in a logical, methodical manner in preserving Division information of historical value.

Purpose: The purpose of the committee is to collect and preserve records of historical significance to the Division.

Composition: The committee is composed of a chair and at least two other members. The chair is appointed by the Division chair. The members are nominated by the committee chair and approved by the Division chair Note: The committee can consist of as many people that are deemed necessary to fulfill its purpose. Some Divisions have only one person serve as the Division archivist/historian. Others have medium-sized committees. It is recommended that the committee consist of a chair and at least two members in order to ensure continuity and to provide a training ground for future committee chairs. The key issue is that the Division establish a framework to ensure the preservation of its heritage.
Term of Office: The chair serves a three-year term and may have previously served as a committee member. The committee members are appointed for a three-year term, and terms are staggered to ensure continuity.

Responsibilities:

· Preserve documents of historical significance to the Division (Division publications, awards, photos, bylaws, procedures manuals, published articles in reference to Division events or members, etc.).

· Obtain interviews (written, tape, video) with Division members or others in order to capture important scientific, technological, and personal details of significant discoveries or events of importance to the Division.

· Prepare or assist in the preparation and publication of documents, articles, etc., dealing with the history of the Division.

· Ensure that ongoing events of potential significance to the Division are photographed or otherwise captured (award presentations, Division anniversary celebrations, etc.).

Timetable:

January
· The committee chair submits a committee annual report to the Division secretary to assist in the preparation of the Division annual report. Remember: The committee annual report is the responsibility of the chair who served during the year covered by the report. The report should include an accounting of the past year’s planned goals and objectives, as well as those planned for the coming year. The outgoing chair drafts that portion of the report covering the past year, and the incoming chair drafts the plans for the coming year. 

February
· The committee chair distributes an agenda to all committee members, if a meeting is scheduled at the spring national meeting of the Society. 
· Submits items to the Division chair for inclusion on the spring Executive Committee agenda.

March/April
· The committee meets, if scheduled, at the spring national meeting of the Society. 
· The committee chair, if a member, or at the request of the Division chair, attends the Division Executive Committee meeting and Division business meeting, if held. 
· The committee ensures that any Division events of potential historical significance that are held at the meeting are documented, photographed, etc.

April
· The committee secretary distributes the minutes and action items of the committee meeting to all committee members.

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

July/August
· The committee chair submits budget requests for the following calendar year. 
· The committee chair submits to the Division chair a list of candidates for committee membership to replace those members who are 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 meeting of the committee, if scheduled. 

August/September
· If scheduled, the committee meets at the fall national meeting of the Society. Committee members who are completing their terms of office are recognized and thanked. 
· The committee chair, if a member, or at the request of the Division chair, attends the Division Executive Committee meeting and Division business meeting, if held. 
· The committee ensures that any Division events of potential historical significance that are held at the meeting are documented, photographed, etc.

September 

· The committee secretary distributes the minutes and action items of the committee meeting to all committee members.

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

November
· The committee chair sends reminders to all Division officers and committee chairs to forward all original documents of potential long-term significance that are not needed in the fulfillment of their duties. The material is evaluated and archived, as received.

December
· The committee chair sends thank-you letters to all committee members who completed their terms of office. If completing his/her term of office, the chair prepares the files for transfer to the incoming chair by January 1. 
· The chair begins drafting the committee annual report. The report should include an accounting of the past year’s planned goals and objectives and those for the coming year. If there is a change in the committee chair, the outgoing chair drafts the portion of the report that covers the past year’s activities, and the incoming chair drafts the plans for the coming year. 

NOTE: The Division archives are held at the Chemical Heritage Foundation in Philadelphia, PA.
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