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Bylaws
Purpose: The purpose of the Bylaws Committee is to ensure that the Division’s bylaws are maintained in accordance with changes in Division operations and in accordance with any changes either requested by the Society or dictated by changes in the Society’s bylaws. In addition, the Bylaws Committee serves as an advisory body to the Executive Committee to ensure that proposed actions are in accordance with the current Division bylaws. Because the Division’s procedures manual must reflect the practices dictated by a Division’s bylaws, the Bylaws Committee also has the responsibility of keeping the manual current.

Composition: The committee consists of a chair appointed by the Division chair and three members. The committee members are nominated by the committee chair and approved by the Division chair.

Term of Office: The committee chair serves a three-year term and may have previously served on the committee. The committee members are appointed for a three-year term and terms are staggered (one new appointment each year). The committee reports directly to the Executive Committee.
Responsibilities: 
· Identify changes required in the Division bylaws or respond to requests for changes. 

· Draft the necessary changes and submit them to the Division Executive Committee for review.

· Upon approval of the Division Executive Committee, submit the proposed changes to the ACS Committee on Constitution and Bylaws for informal review.

· Upon receipt of comments from the ACS Committee on Constitution and Bylaws, incorporate any suggested revisions and submit the proposed bylaw change(s) to the Division secretary for incorporation in the annual ballots sent to Division members.

· Forward any proposed bylaw change(s) passed by the Division membership to the ACS Committee on Constitution and Bylaws for formal approval.

· Upon approval, update the Division bylaws and forward copies to the Division Executive Committee and the Division archivist/historian. Notify Division members of the bylaws change(s) by supplying the requisite information to the Division leader responsible for dissemination of such data (the newsletter editor, Webmaster, etc.). (Be specific.)

· In collaboration with Division officers and committee chairs, determine if the bylaws change(s) require changes to the Division procedures manual and make any requisite changes.

· Provide copies of the most current edition of the Division procedures manual and the Division bylaws to all incoming Division officers and committee chairs before January 1 of the calendar year that they assume office.

· Maintain an inventory of Division procedures manuals. If practical, collect usable copies of manuals from outgoing Division officers and committee chairs who are not assuming another Division leadership position.

· Submit written committee reports to the Division secretary for review at the Division Executive Committee meetings.

· Submit written annual committee reports to assist the Division secretary in preparation of the Division annual report.

· Committee chair, if a member of the Division Executive Committee or at the request of the Division chair, should attend the Executive Committee meetings held at each national meeting of the Society, or as otherwise scheduled by the Division chair.

Timetable:
January
· The committee chair submits the committee annual report to the Division secretary to assist in 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
· Draft committee report for review at the Division Executive Committee meeting scheduled for the spring national meeting. 
· Remind Division committee chairs and officers to review any proposed Division bylaws change(s) at their respective committee meetings scheduled for the spring meeting. 
· Distribute agenda to all committee members, if a meeting is scheduled for the spring.

March/April
· Committee meets, if necessary, at the spring national meeting of the Society. 
· Committee chair attends the Division Executive Committee meeting, if a member, or at the request of the Division chair. Committee chair also attends the Division business meeting, if held. 
· Submit items to the Division chair for inclusion on the spring Executive Committee agenda.

April
· Proposed changes to the Division bylaws, if already reviewed by the ACS Committee on Constitution and Bylaws, are submitted to the Division secretary for incorporation in the Division election ballots. 
· The committee secretary circulates the minutes and action items from the committee meeting to all committee members.

July
· If a bylaws change was included on the recent Division ballot, the committee should request that at their fall meetings, all Division committees review the proposed change(s) against the Division procedures manual to determine if changes are required in the event that the bylaws changes are approved. 
· 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 drafts the committee report for review at the Executive Committee meeting to be held at the fall national meeting of the Society. 
· Submit committee budget requirements for the following calendar year to the Division officer responsible for drafting the budget (Division chair, chair-elect, treasurer, etc.). (Be specific.) 
· The committee chair submits to the Division chair a list of candidates for committee membership to replace the members completing their terms of office in the current calendar year. All appointments should be made prior to the fall national meeting of the Society, and new appointees should be invited to attend the fall meeting of the committee.

August/September
· Committee meets, if necessary, at the fall national meeting of the Society. Committee members who are completing their terms of office are recognized and thanked for their service. 
· Committee chair attends the Division Executive Committee meeting, if a member, or at the request of the Division chair. 
· All Division officers and committee chairs are asked to review the sections of the Division procedures manual relevant to their function and submit changes before the end of September.

September
· If a bylaw change was passed by the Division membership during the recent election, the proposed change is to be submitted to the ACS Committee on Constitution and Bylaws for formal approval. 
· The committee secretary circulates the minutes and action items from the committee meeting to all committee members.

October
· Upon approval of the ACS Committee on Constitution and Bylaws, incorporate any changes to the Division procedures manual required as a result of the approved bylaws change(s), along with those received from Division officers and committee chairs as a result of their annual review of the sections of the manual relevant to their offices. 
· Forward a copy to the Division archivist/historian. 
· Create an inventory of the new manual. 
· Submit label requests to the Division secretary for Division mailings scheduled for the following calendar year.

December
· Send copies of the most current Division procedures manual to all incoming Division officers and committee chairs. If practical, collect usable manuals from all outgoing Division officers and committee chairs who are not assuming another Division leadership role. 
· Send thank-you letters to all committee members who have completed their terms of office. If completing his/her term of office, the committee chair prepares the files for transfer to the incoming chair by January 1. 
· All original documents of potential long-term value that are not needed by the committee chair in the fulfillment of his/her responsibilities are forwarded to the Division archivist/historian. 
· The committee chair begins the draft of the committee annual report. Note: The report should include an accounting of the past year’s planned goals and objectives, as well as those planned for the coming year. If there is a change in the committee chair, the outgoing chair drafts that portion of the report covering the past year, and the incoming chair drafts the plans for the coming year.
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