Tab V


Program
1.
The Program Chair of the Division develops and coordinates the programs for ACS meetings.

2.
Respond to all ACS deadlines for program submission.

3.
Attend the ACS Program Coordination Conference held at the beginning of each year to coordinate long-range program planning with other Divisions.

ACS Program Coordination Tasks
Tasks in italics require clerical support or are solely clerical (usually handled by the Business Office)

Program Development:

· Maintain program list three to four meetings ahead, for ACS staff, potential organizers, and Division officers

· Recruit Symposium Organizers

· Assist organizers with symposium development and division funding procedures

· Communication with Symposium Organizers and Speakers:

· Update organizers on all deadlines and requirements (continuous)

· Communicate with organizers regarding:

· Scheduling of their symposia

· Registration information

· Assistance to speakers

· Prepare and submit guest registration applications

· Regularly update Program Lists

· Develop and update files of organizers addresses

· Update, prepare, and mail organizers packets (including scheduling and dealine dates; guidelines for organizers; proposed symposium format and proposed session format forms, examples of call for papers, organizer’s letters to participants, and paper acceptance letters; extended abstracts and poster session instructions; award forms; program list; ACS abstract forms; etc.)
· Follow-up correspondence (continuous)

Responsibilities During Meetings:

· General assistance to organizer and session chairs

· Ensure that organizers submit session attendance reports

· Solve meeting room problems

· Arrange add-on equipment services or facilities as necessary

Responsibilities After Meetings:

· Supply or verify attendance reports as needed

· Mail certificates to organizers after meetings

Various Other Responsibilities:

· Arrange Co-sponsorship agreements with other divisions and with organizations outside ACS

· Attend two national meetings per year (during the duration of Division programming)

· Provide Program Chair reports for Executive Committee (including financial and program development information)

· Participate in long-range planning

· Attend Program Coordination Conference annually

· Respond to miscellaneous calls for information from*

· ACS offices

· Publications

· Speakers

· Organizers

· Other divisions

· Correspond with EnvirofACS editor regarding program information

· Coordinate with Preprints chair (see Preprints tasks listed separately below)
*Prepare all necessary documents and related correspondence for the following:

Overview of the Cycle of Meeting Deadlines and Publications

	October
	· Call for updates to the Call for Papers and Meetings Calendar mailed program chairman

· National Meeting Agenda, containing materials for Spring Meeting, mailed to program chairman

	November
	Deadline:  Update to Call for Papers and Meeting Calendar

	December
	Deadline:  Program Highlights – Spring Meeting

	December – January
	Deadline:  Preliminary Program

Committee/Social Room Requests

Co-sponsored and Cross-listed Symposia

Workshop/Short Course Room Requests

	January
	Deadline:  Final Program and Abstracts

Separates Order

Mailing Label Order



	February
	Deadline:  Supplemental Requests

Guest Registrations

List of Financial Sponsors for inclusion in booklet program

	March – April
	· Meeting

	April
	· Call for updates to call for Papers and Meetings Calendar mailed to program chair

· National Meeting Agenda, containing materials for Fall Meeting, mailed to program chair

	May
	Deadline:  Updates to Call for Papers and Meetings Calendar

Program Highlights – Fall Meeting

	May – June
	Deadline:  Preliminary Program

Committee/Social Room Requests

Co-sponsored and Cross-listed Symposia

Workshop/Short Course Room Requests

	June
	Deadline:  Final Program and Abstracts

Separates Order

Mailing Label Order

	July
	Deadline:  Supplemental Requests

Guest Registrations

List of Financial Sponsors for inclusion in booklet program

	August – September
	· Meeting


Preprint Process*

· Check abstracts for clarity, spelling, consistency, etc.

· Prepare abstracts for posting on the web site and send to web master

· Check extended abstracts for clarity, spelling, consistency, etc.

· When completed, notify ACS.

· Notify web master of link address and date that it will be active.

Preparation of Preprints for Publication*
· Revise instructions for extended abstracts per meeting

· Revise extended abstracts format as needed

· Correspond with organizers and general paper authors re requirements and deadlines

· Request symposia summaries and organizers bios for publication in preprints; review and edit

· Review incoming papers to make sure they meet specifications; return to authors for revision when necessary or cut and paste/retype when necessary

· Order and number papers

· Prepare/type List of Papers including for each paper: paper number, title and authors, and page number

· Prepare (organize and type) preliminary pages: general table of contents, summary of each symposium and biography of each organizer, etc.
· Prepare auxiliary title pages, etc.

· When all papers are received and put in order, number pages

· Accommodate corrections submitted late by authors if possible

· Add page numbers to List of Papers

· Prepare and type author index

· Proof everything

· Submit to Preprints Chair by deadline for printing

General Session Chair Responsibilities*:

· Review, accept or reject, and organize general papers submitted

· Choose general papers for Sci-Mix

· Communicate with General Paper authors:

· Update, prepare, and mail general paper packets (including scheduling and deadline dates, poster session and extended abstract instructions, ACS abstract forms, Certificate of Merit form)

· General mail, phone, and fax correspondence regarding requirements, deadlines, etc.

· Maintain address file for all general paper authors

· Screen incoming short abstracts, return for revision or revise when necessary

· Prepare and send out acceptance letters with meeting information for general paper authors and Sci-Mix authors; inform Sci-Mix authors of responsibilities

· Follow up to be sure Sci-Mix authors will attend

· Send out registration information when requested

· Send certificate of merit forms to awards chair

Specific Meeting Preparations:

· Schedule symposia for national meeting

· Arrange Committee Meetings*

· Prepare New Service information

· Request locations for technical sessions in communication with other related divisions

· Prepare acknowledgement of financial sponsors*

· Review incoming short abstracts for format*

· Review all session formats received from organizers, assign time slots if necessary*
· Order and number papers, make additional copies when necessary*

· Prepare abstracts, all necessary documents, and related correspondence for ACS deadlines on the following*:

· Call for Papers

· Program Highlights

· Preliminary Program

· Final Program
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American Chemical Society 231st National Meeting.
‘March 26 — March 30,2006 - Atlanta, GA

» » Deadline: February 15, 2006

Use this form to request business meeting space atthe upcoming ACS mesting. Returnto; ACS National Meetings, 1155 Sisteenth Street
NW, Washington, DC 20036; Fax: (202) 872-6:28; E-mails natimtgs @acs.or2

» Please submit one form per event.
» Complete this request on-line at —

Requestor Information

L. Group Name

2. Conimio 3. silte:
Onsite Contact Dept 1D (ACSICAS Oniy):
Adress 1 Address 1
Adress Address 2
Phone Fax Phone: Fax
Emaic Email

Meeting Arrangements

4. Wnatis your event name?
5. Wnat type of event wil tis be? O OPEN Meeting
s O YES, publcize i
2

Where do you prefer o be located A 3

O CLOSED Meeting
Wouid you like us o publicize your event? 00 1o, ths s & prvate exvent

8. Wnatis your anticipated attendance? Thisrumber il be your el guararée.

5. Event START Day Date: Time:
10, Event END Day Date: Time:
51, How do you want your able(s) and chairs setup? Mesing room setun isgrams s on /iy orolesings oo dnsors iz
O Conference O Theatre O] Ciasstoom (2 people per 6 tabie)
1 Hollow Sauare. [CJU-Shape O] Ciasstoom (3 people per st tabve)

1 Head Table for
£2. Wil you be ordering fo0d & beverags for this svent?
Food & beverage menus for specic propetes are on i chemitry or

people [ Extra Chairs

3 Other Room Set Up: atach siagram)
One

Oves 0 ot vet Sure

12 What are your audiovisual, tefephone, and internet requirements? (Plsse indicae quantiy for esch fem)

0] Lepe Microphone. 0 Overhead Projcor O Computer DSingie Phone Line
O] Table Microphone O135mm Projector O Easel Mt Phone Line
] Podum icrophone 0]LCD Projector O Fipchar OFexLine

0] Tape Recorder Oves O™ Osceen [ Modem Line

0] Wier  Sound Soard O Monitor O Laser Ponter Dl tigh Spee Ineret
] Special signage St your signage request fom o .Gl e S 0aR/eoar TRt .

14. Do you have any adcitonal requests?

» Notification of Space Assignments & Order Confirmations: You wil eceive your order & space assigoment confirmation by
‘February 20, 2 006, Final signed guarantees are due on Febraary 28, 2006 to ACS Mestings, Fax: 202-872-6:28.
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INTER-DIVISIONAL COSPONSORSHIP AGREEMENT

Meeting Location:

Date of Meeting:

Primary Sponsor:



Cosponsor:

Program Chairperson:


Program Chairperson:

Symposium Title:

Organizer(s):

Cosponsorship Agreement

Page 2; Symposium: 

Funding Agreement
The following section stipulates funding to be provided from each participating division, as well as divisional sharing of expected income from this symposium.

Amount of funding requested:   Sponsor requests $??? from cosponsor

Head count of revenue sharing:  
??? % sponsor       ??? % cosponsor

Symposium book

royalty sharing:
??? % of total royalty to divisions will go to sponsor




??? % of total royalty to divisions will go to cosponsor

Authorizations of Agreement
Primary Sponsor:

Date:   _______________  


________________________Program Organizer

Date:   _______________  


________________________Program Chairperson

The Cosponsor, ????????, stipulates that the following authorizations are given and are sufficient under division bylaws:

Date:  _______________ __________________________(name) ____________________(title)

Date:  _______________ __________________________(name) ____________________(title)

Record of Proceeds
__________Head count revenue
 __________date received 

__________Treasurer

__________Royalty revenue

 __________date received

__________Treasurer

Agreement for a Cooperative Cosponsored Event
Agreements for a cooperative cosponsored event for the Society, a technical division, or a local section,  including cosponsored symposia at national and regional  ACS meetings, should contain:

A. A proposed budget for the event broken out by major revenue and expense categories.  The proposed budget shall be accompanied by contact information identifying the event’s treasureror financial official.  The organization responsible for maintaining the event’s financial records shall provide a final accounting no later than nine months after the event.  The final accounting shall include a summary report with a comparision of the budget versus actual for revenues and expenses.  

B. A statement clearly defining the financial responsibility of the Society, technical division, or local section clarifying the distribution of any net revenue or loss from the meeting. Note that cosponsorship of any specific symposium at an ACS national meeting does not entitle the other cosponsor to any share of the net proceeds from the meeting and exposition nor to complimentary space at the exposition held in conjunction with the meeting.
C. A stipulation that each cosponsoring organization will publish a call for papers and the program in its official member publication and include an announcement of the event in its calendar of meetings, if timely.  In addition, a stipulation that each Society’s cosponsorship will be appropriately recognized at the conference and in its marketing materials.

D. A statement clearly defining publication rights for the papers presented at the event. 

E. A statement clarifying the distribution of royalties from such publications. The ACS Books Department should be granted publication rights at least equal to that of any cosponsoring organization publishing arm.
F. A stipulation that members of each cosponsoring organization should be permitted to register for the event at the same rate.
G. A stipulation that one complimentary copy of any book of abstracts or proceedings published (hard copy or electronic formats, e.g. CD ROM) for the meeting will be furnished, if requested, to each cosponsoring organization.
H. A statement that, if requested, mailing labels for each cosponsoring organization will be provided. ACS mailing labels will be provided at the same rate charged ACS divisions or local sections. If the address labels for a technical division or local section are requested, the division's or local section's written approval must be obtained before the labels are released.
I. A statement specifying who is eligible to contribute papers. The rule regarding presentation of papers will conform, insofar as possible, with ACS Bylaw VI, Sec 6 (see Appendix), and will be subject therein to approval by the Executive Director.

J. A statement clarifying what membership and other material each cosponsor is permitted to display in the registration area, outside meeting rooms and in other meeting function areas. In the case of a cosponsored symposium scheduled as part of an ACS national meeting, the display of other societies' materials should be limited to membership information on display outside the assigned meeting room.
K. Cooperative cosponsored events may be entitled to in-house advertising rates in ACS publications. 

 

Agreement for a Nominal Cosponsored Event
Agreements for a nominal cosponsored event for the Society, a technical division, a local section or regional meeting should include:

A. A statement that absolves the nominal cosponsors of any financial liability for the event.  ACS General Counsel recommends the following language:

It is specifically agreed that ACS' responsibility for the event is limited only to cosponsoring the event and ACS shall have no other responsibility or obligation. It is further agreed that ACS shall have no legal or financial liability with respect to the event. The primary sponsors of the event agree to indemnify and hold harmless ACS and its Directors, officers and employees from any liability, loss, cost or expense arising from or related in any way to the event.

B. A stipulation that members of each sponsoring organization should be permitted to register for the event at the same rate.

C. A stipulation  that each cosponsoring organization will publish, at no charge, a call for papers in its official member publication and will include an announcement of the event in its calendar of meetings, if timely.

D. A stipulation that one complimentary copy of any book of abstracts or proceedings published (hard copy or electronic formats) for the meeting will be furnished to each cosponsoring organization.
E. A statement that, if requested, mailing labels for each cosponsoring organization will be provided. The ACS will charge the same rate charged for commercial organizations. If the address labels for a technical division or local section are requested, the division's or local section's written approval must be obtained before the labels are released.

DIVISION COOPERATIVE COSPONSORSHIP

AGREEMENT CHECKLIST

All requests for cooperative cosponsored events for technical divisions, which include cosponsored symposia, should contain statements addressing the following items (as per Guidelines For ACS Cosponsorship of Meetings, Section 8A-K):

Proposed budget for the event defining financial responsibility of co-sponsors (please include a statement clarify distribution of any net revenue or loss from the meeting). Please note that cosponsorship for ACS National Meetings does not entitle the technical division or scientific organization to any share of the net proceeds from the meeting and exposition nor to complimentary exposition space.

The use of mailing labels (if requested) and the cost for each organization

Publicity responsibilities for each organization regarding the call for papers and the program

Publication rights for the papers presented at the event and distribution of royalties from publications

Registration fee will be the same for members of each organization

Distribution of complimentary publications and abstracts or proceedings published for the meeting

Who is eligible to contribute papers

What and where each organization is permitted to display

Please also make sure to include:

The dates, location, purpose and official title of the event

The names and addresses of the cosponsors and the key contacts in each organization

A statement regard the financial status for-profit or not-for-profit of the other cosponsoring organizations

Official signature(s) from each cosponsor (i.e., Division Chair, Organization Director)

Copy of signed and completed agreement to each cosponsoring organization

All agreements should be sent to the American Chemical Society, Office of the Secretary, 1155 16th Street, NW, Washington, DC 20036 for approval from the ACS Executive Director

Note that cosponsorship for ACS National Meetings does not entitle the technical division or scientific organization to any share of the net proceeds from the meeting and exposition nor to complimentary exposition space
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	NATIONAL MEETING

TECHNICAL PROGRAMMING COSPONSORSHIP* AGREEMENT

*Two or more divisions, committees or secretariats sharing
the organizational work and/or financial responsibility and benefits  for one symposium.
	
____National Meeting

____ Agreement Date


Program chairs should submit one form per cosponsored symposium in order for ACS to list programming in national meeting publications. This information will also be used to disburse secretariat allotments. Form should be filled out by primary cosponsor. Submit completed form along with final program to: ACS Office of Division Programs, 1155 16th Street, NW, Washington, DC 20036 or fax to 202-776-8211. 

SYMPOSIUM TITLE:      



PRIMARY DIVISION:      
COSPONSOR(S):                                

SYMPOSIUM  ORGANIZER(S) NAME/ADDRESS:              
INDICATE DETAILED RESPONSIBLITIES FOR EACH PARTICIPANT:       

Example:

Primary Division

· will setup OASYS, grade abstracts, schedule papers, communicate with speakers, submit final program 

· will manage expenses for the symposium 

· has publishing rights and royalties 

· will complete necessary guest registration paperwork

Cosponsors

· will provide input for selecting keynote speaker

· will suggest potential speakers 

· will assist with publicity efforts in print and online

· agree not to program opposite the cosponsored symposium
Attach additional sheet if necessary.
	
	
	
	
	

	Primary sponsor signature
	
	Affiliation
	
	Date 

	
	
	
	
	

	Cosponsor signature
	
	Affiliation
	
	Date 

	
	
	
	
	

	Cosponsor signature
	
	Affiliation
	
	Date 

	
	
	
	
	

	Cosponsor signature
	
	Affiliation
	
	Date 

	
	
	
	
	

	Cosponsor signature
	
	Affiliation
	
	Date


DIVISION NOMINAL COSPONSORSHIP AGREEMENT CHECKLIST

All requests for nominal cosponsored events for technical divisions should contain statements addressing the following items (as per the Guidelines For ACS Cosponsorship of Meetings), Section 9A-D:

Absolving the ACS of any financial liability or obligation for the event

Members of each sponsoring organization should be permitted to register for the event at the same rate

That each organization will publish a call for papers and a meeting calendar announcement

Distribution to cosponsors of complimentary abstracts or proceedings published for the meeting

Mailing labels usage (if requested) and cost for each cosponsoring organization.

Offical signatures of each nominal cosponsor (i.e., Division Chair, Organization Director)

Please also make sure to include:

The dates, location, purpose and official title of the event

The names and addresses of the cosponsors and the key contacts in each organization

A statement regard the financial status for-profit or not-for-profit of the other cosponsoring organizations

Official signature(s) from each cosponsor (i.e., Division Chair, Organization Director)

Copy of signed and completed agreement to each cosponsoring organization

All agreements should be sent to the American Chemical Society, Office of the Secretary, 1155 16th Street, NW, Washington, DC 20036 for approval from the ACS Executive Director

Note that cosponsorship for ACS National Meetings does not entitle the technical division or scientific organization to any share of the net proceeds from the meeting and exposition nor to complimentary exposition space

Division Nominal Cosponsored Memorandum of Agreement 

The American Chemical Society Division of      
1. 
and the       will nominally cosponsors (list event)      .

2. Date and Location (City and State):      
3. List Sponsor(s):      
4. List name and address of primary sponsor and key contact in the organization:      
5. Meeting Objective:      
6. Nominal cosponsors responsibilities (describe the following responsibilities). 

Financial:      
Liability Statement (absolving the division and ACS of liability):      
Programming:      
Logistics:      
7. All members of division and (list cosponsors)       may submit papers for the meeting/conference.

8. All members of division and (list cosponsors)       may register for the meeting/conference at member rates.

9. One copy of the meeting proceedings/abstracts will be furnished to each sponsoring organization for archival library purposes. 

Agree       Nonapplicable 
10. Each sponsoring organization will publicize a call for papers through its Societal publication.   Agree 













11. 
12. 
13. 
14. 
15. 
16. 




17. 
18. 
19. 

20. 
Accepted on behalf of:

     
     
Organization Name
Organization Name

Signature of Organization Designee
Signature of Organization Designee

     
     
Date
Date

     
Organization Name
Approved by the American Chemical Society

Signature of Organization Designee
John K Crum, ACS Executive Director

     
     
Date
Date

Please send a copy of the agreement for review before signing to Michele Gandy m_gandy@acs.org. 

Purpose: The purpose of the Program Committee is to plan, develop, and implement the Division’s technical programs.

Composition: The committee consists of a chair appointed by the Division chair and approved by the Division Executive Committee. The members of the committee are nominated by the committee chair and approved by the Division chair. The committee chair can nominate as many members as necessary to ensure that the Division’s programming requirements are met. Qualified committee members are selected to provide a broad representation of the Division membership (industry, academia, government, etc.) in order to ensure that the Division’s programs meet the diverse needs and interests of its members. Note: The Program Committee may have ex officio members, such as the editors of the Division’s publications, representatives from other committees of the Division, the Division chair, etc.

Term of Office: The chair serves a three-year term. The committee members also serve three-year terms, and their terms are staggered to ensure continuity. At the end of the committee chair’s second year in office, he/she nominates a member of the committee to serve as assistant chair. Upon approval of the nomination by the Division chair and the Executive Committee, the assistant chair will serve during the current chair’s third year in office, and will assume the role of chair at the beginning of the following calendar year. The chair of the Program Committee may be a voting member of the Executive Committee. Be specific throughout the procedures manual as to which committee chairs are members of the Executive Committee and their voting status.

Responsibilities:

· Schedule committee meetings to be held at the spring and fall national meetings of the Society. Additional meetings may be scheduled at the discretion of the committee chair.

· Identify topics for future Division symposia. Topics should be selected with due consideration given to the various interests represented by Division members, to the timeliness of the topic, to recent past symposia held on the topic by any ACS Division, and to the availability—and willingness—of a symposium chair to organize the symposium.

· Identify symposia topics at least two years in advance in order to secure the best possible participants, to raise funds if necessary, to make travel arrangements, etc. Note: Programs should ideally be planned out three years in advance.
· Coordinate sponsored and co-listed symposia with other ACS Divisions, secretariats, and committees.

· Pursue cooperative programming ventures with related scientific societies following established ACS procedures. Refer to the ACS Handbook for Planners of National Meeting Technical Programs for guidelines.

· Pursue Division participation in regional meetings of the Society.

· Pursue Division participation in the Pacific Rim conferences and other intersociety meetings in which the ACS participates.

· Ensure the quality of presentations at Division technical programs with respect to content and presentation. Carefully review abstract prior to acceptance, invite proven, high quality speakers, provide guidance to speakers with regard to the use and creation of visual aids, etc.

· Ensure that all speakers and symposia chairs are fully aware of their duties and obligations.

· Provide symposia chairs with the ACS Guidelines for Symposium Organizers.

· Acknowledge potential speakers, either directly or through symposia chairs, of receipt of their papers, of acceptance or rejection, of the date, time, and location of their presentation, if accepted, and the amount of time allotted to them in the program.

· Manage all operational details at the Division program technical sessions, e.g., that the meeting rooms are suitable, that adequate seating is provided, and that all audiovisual equipment is available and working properly.

· Send thank-you letters to all symposia chairs after every meeting. Send similar letters to all symposia speakers, either directly or through the symposia chairs.

· Onsite or after each national meeting ensure that all symposia attendance reports are promptly submitted to ACS Headquarters staff.

· Establish and maintain a working relationship with the ACS Office of Meetings, Expositions, and Divisional Activities.

· Provide, as requested, the semiannual information regarding future Division symposia that is published in C&EN under “Call for Papers for National Meets and the ACS Meetings Calendar.”

· Submit a preliminary program for each national meeting of the Society.

· Submit the final program, with a complete set of abstracts, for each national meeting of the Society in which the Division participates.

· Provide the Division Executive Committee with reports on the committee’s activities.

· Establish liaison relationships with the Division’s committees on Awards, Education, Public Relations, and Publications in order to coordinate activities.

· Encourage submission of publication-quality manuscripts of papers presented at Division symposia to appropriate ACS journals.

· Attend the annual Program, Planning, and Coordination conference (P2C2).

· Attend the Program chairs’ luncheon sponsored at each national meeting of the Society by the Committee on Meetings and Expositions.

· Establish working relationships with other Division Program chairs.

Timetable:

January
· Submit final program for the Division technical sessions to be held at the spring national meeting of the Society. 
· The call for papers is published in C&EN and on the ACS Web site. 
· The committee annual report is submitted 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.
January/February
· Preliminary program for the spring national meeting of the Society is published in C&EN and on the Web.

February
· The committee chair distributes an agenda to all committee members for the meeting scheduled to be held at the spring national meeting of the Society. 
· A committee report is submitted for review at the Division Executive Committee meeting. 
· Submit items to the Division chair for inclusion on the spring Executive Committee agenda.

February/March
· The final program for the spring national meeting of the Society is published in C&EN and on the Web.

March/April
· The committee meets at the spring national meeting of the Society. 
· Those designated manage all operational details at the Division technical sessions held at the spring meeting (the suitability of the meeting rooms, adequate seating, that the audiovisual equipment is adequate and functioning, etc.). 
· The committee chair, if a member, or at the request of the Division chair, attends the Division Executive Committee meeting. 
· The committee chair or a representative attends the Program chairs’ luncheon sponsored by the Committee on Meetings and Expositions.

April
· The committee secretary distributes the minutes and action items of the spring meeting to all committee members. 
· The committee chair sends thank-you letters to all symposia chairs and to all speakers.

· May: 
· Submit to ACS Headquarters the symposia highlights for the Division’s technical sessions planned for the fall national meeting of the Society, along with the full preliminary program. Submit request for location preference, meeting rooms, poster sessions, Sci-Mix, and all other forms necessary for the fall meeting. Contact the ACS media group regarding potential newsworthy Division symposia. 

· May/June: Submit to ACS Headquarters the final program for the Division technical sessions to be held at the fall national meeting of the Society.

· June: The preliminary program for the fall national meeting of the Society is published in C&EN.

· July: The final program for the fall national meeting of the Society is published in C&EN and on the ACS Web site. The call for papers is published in C&EN. 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: Submit committee report for review at the Executive Committee meeting to be held at the fall national meeting of the Society. Submit 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 who are completing their terms of office in the current calendar year. All appointments are to be made prior to the fall national meeting. If scheduled, all new appointees are to be invited to the fall committee meeting. 

· August/September: The committee meets at the fall national meeting of the Society. Committee members who are completing their terms of office in the current calendar year are recognized and thanked. Those designated manage all operational details at the Division technical sessions held at the fall meeting (the suitability of the meeting rooms, seating arrangements, that the audiovisual equipment is adequate and functioning, etc.). The committee chair, if a member, or at the request of the Division chair, attends the Division Executive Committee meeting. The committee chair or a representative attends the Program chairs’ luncheon sponsored by the Committee on Meetings and Expositions.

· September: The committee secretary distributes minutes and action items from the fall committee meeting to all committee members. Thank-you letters are sent to all symposia chairs and to all speakers. Update the Division’s input to the ACS call for papers and submit to ACS Headquarters. Promptly submit symposia attendance forms for the Division’s fall technical sessions to ACS Headquarters.

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

· October/November: Attend the Program, Planning, and Coordination conference (P2C2).

· December: Submit symposia highlights, along with the preliminary program for the Division’s technical sessions planned for the spring national meeting of the Society. Submit request for location preference, meeting rooms, poster sessions, Sci-Mix, and all other forms necessary for the spring meeting. Contact the ACS media group regarding potential newsworthy Division symposia. The chair sends thank-you letters to all committee members who have completed their terms of office. If the chair is completing his/her term of office, the files are prepared to be transferred to the incoming chair by January 1. Documents of potential long-term value that are not needed by the chair in the fulfillment of his/her duties are transferred 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.
Note: The ACS Committee on Meetings and Expositions provides a detailed manual for Program chairs. This very specific manual should serve as THE reference tool for the Program Committee for all aspects of planning and implementing Division technical sessions.
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