Tab V


Public Relations

Purpose: The purpose of the committee is to serve as the publicity vehicle for the Division and its committees.
Composition: The committee consists of a chair appointed by the Division chair, and approximately 6 members who are nominated by the committee chair and appointed by the Division chair.
Term of Office: The chair serves a three-year term and may have previously served as a member of the committee. Committee members are appointed for three-year terms, and terms are staggered (two new members are appointed each year) to ensure continuity.
Responsibilities:

· Establish and maintain a liaison relationship with the Program, Membership, Education, Publications, and Awards Committees of the Division in order to assist them with the publicity required to reach their goals.

· Assist the Division Executive Committee in promoting the Division.

· Develop programs that promote the Division’s scientific contributions to the general public.

· Maintain a PR contact list (newsletter editors, journals editors, etc.).

· Establish working relationships with related committees in other ACS Divisions and Local Sections as well as in other societies/organizations in order to promote interdivisional and intersociety information exchange.

· Work with the News and Information Department at ACS Headquarters to promote the Division’s technical programs.

Timetable:

January
· Draft press releases for appropriate Division events, technical programs, etc., scheduled for the spring national meeting of the Society. 
· Submit committee annual report to the Division secretary in order to assist in the preparation of the Division’s 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 the committee report for review at the Division Executive Committee meeting to be held at the spring national meeting of the Society. 
· Submit items to the Division chair for inclusion on the spring Executive Committee agenda.

March/April
· Committee meets 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. 
· A committee representative is present at any Division events for which there is media coverage or which requires post-meeting publicity. 
· The Division Program, Membership, Awards, Education, and Publications Committee meetings are attended by a committee representative.

April
· The committee secretary distributes minutes and action items of the committee’s spring meeting.

June
· Draft press releases for appropriate Division events, technical programs, etc., to be held at the fall national meeting of the Society.

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
· 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
· 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. 
· A committee representative is present at any Division event for which there is media coverage or which requires post-meeting publicity. 
· The Division Awards, Program, Education, Membership, and Publications Committee meetings are attended by a committee representative.

September
· The committee secretary distributes the minutes and action items of the committee’s fall meeting.

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

December
· The committee chair sends thank-you letters to all committee members who have completed their terms of office. 
· All documents of potential long-term value, if not needed by the chair in the fulfillment of his/her duties, are forwarded to the Division archivist/historian. 
· If completing his/her term of office, the chair prepares the files for transfer to the incoming chair by January 1. 
· 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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