Tab O

Budget
The budget process is prepared by a single individual, appointed by the Division Chair. The process consists of review of past costs and revenues and cost estimates solicited from appropriate members of the Executive Committee responsible for specific activities which require funds. Principal among these are the Program Committee and the Publications Committee Chair because the preprints and the newsletter are the major single costs to the Division. The preprint costs are highly variable and relate directly to the size of the program at each of the two annual meetings.

Projections are made from past experience regarding ACS development funds and book royalties since each of these sources of funds is tied to the program quality and size but offset by one to two years in return. Interest income is reasonably predicted in the short term, but long-range forecasting is difficult to achieve.

The draft budget for the following year is presented at the spring Executive Committee meeting for review and discussion followed by finalization of a revised (if necessary) budget at the fall meeting. The Executive Committee votes to approve the budget at that time.

Purpose: The purpose of the Budget Committee is to monitor the financial activities of the Division.
Composition: The treasurer serves as committee chair. Approximately six members, ideally having reasonably strong financial skills, are nominated by the treasurer and approved by the Division chair (or Executive Committee, since this is a sensitive committee—be specific). The Budget Committee reports to the Division treasurer. 

Note: This is an excellent training pool from which to select future Division treasurers.

Term of Office: The chair serves during his/her three-year term as treasurer. Committee members are appointed for three-year terms, and terms are staggered (two new members are appointed each year) to ensure continuity. 

Responsibilities: 
· Recommend to the Division Executive Committee a fiscally sound operating budget derived from input from Division committees and officers.

· Evaluate Division programs and activities for overall financial impact (expenses versus revenues).

· Monitor internal and external trends that will impact or influence Division finances (meeting attendance, publication sales, competition, member behavior, price increases, etc.).

· Monitor the Division budget versus actual expenses and revenues to ensure that spending authorities and income revenues are performing as expected; make recommendations to the Division Executive Committee for adjustments to the budget, as necessary.

· Ensure that the appropriate Division committees perform periodic audits (publications, awards, etc.).

Timetable: 

January
· The Division treasurer drafts the 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.
February
· The Division treasurer or the immediate past treasurer circulates the Division annual financial report to the current Division chair, to the Budget Committee, and to all those who served as Division officers during the year covered by the report to ensure its accuracy and comprehensiveness. 
· Changes are made to the report as required. 
· The current committee chair distributes the agenda for the Budget Committee meeting to all committee members, if scheduled to be held at the spring national meeting of the Society. 
· The committee responds to requests for information from the Division Audit Committee. 
· Submit items to the Division chair for inclusion on the spring Executive Committee agenda.

March
· Upon approval of the Division chair, the treasurer or immediate past treasurer submits the Division’s annual financial report to the ACS Office of Divisional Activities on or before March 15.

March/April
· The Budget Committee meets at the spring national meeting of the Society. The committee meets with the Division Audit Committee to review the annual audit report.

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

June
· The committee chair issues a call for input to the following year’s budget to all Division officers and committee chairs, unless this is the responsibility of another Division officer). (Be specific.)

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 distributes the agenda for the Budget Committee meeting, if scheduled for the fall national meeting of the Society. 
· The committee chair submits to the Division chair a list of candidates for committee members to replace those 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 new appointees are to be invited to the fall committee meeting, if scheduled.

August/September
· If scheduled, the committee meets at the fall national meeting of the Society. Committee members completing their terms of office are recognized and thanked for their service.

September
· The committee secretary circulates the minutes and action items of the Budget Committee to all committee members.

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

December
· The committee chair sends thank-your letters to all committee members who completed their terms of office. 
· Documents of long-term value that are not needed by the committee chair in the fulfillment of his/her duties are sent to the Division archivist/historian. 
· If completing his/her term of office, the committee chair prepares for the transfer of files to the incoming chair by January 1. 
· The Division treasurer begins drafting the Division 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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