Tab V


Publications

Standard Operating Procedure

The Publications Manager is appointed by the Chairman of the Division and serves until his successor is named. The main responsibility is to assure that a copy of the Preprints is received by each member of the Division at least one week before a National ACS meeting. This requires the cooperation of many people, but especially the Program Chairman.

A number of tasks listed can be completed by either the Publications Manager or the Program Chairman depending on the secretarial assistance, computer, and office equipment available to each. Currently a number of these are completed by the Business Office as denoted by *.
The Publications Manager is also responsible for soliciting symposia books, and track symposium book sales.
Preprints

Schedule

A.
Approximately three months prior to the meeting two copies (original and one copy) of the extended abstracts, two copies of the final program schedule and other pertinent material should be received from the Program Chairman*
B.
Typing*
1.
Index (contents) - page numerical

2.
Symposia description and organizer’s biographies

3.
Executive Committee

4.
Author Index

a. 
All authors in alphabetical order with page numbers of their papers

b. 
May be done by Program Chairman

5.
Symposium Title pages - may be done by Program Chairman

6.
Past Publication Information

7.
Awards

8.
Number all pages

9.
Table of Contents (type last after all pages are numbered)

10.
Proofread

C.
Contact printer*
1.
Give approximate number of pages

2.
Date to expect copy

3.
Specifications

a.
Grade of paper

b.
Binding - adhesive paper cover
c.
Cover - vellum Bristol

4.
Completion date

5.
Number of copies to be printed (total number of labels +250 for meeting sale and printing margin)

6.
Request written firm quotation of price (after copy is delivered)

D.
Contact mailing service (if not part of printer’s service)*
1.
Give delivery date expected

2.
Number of books expected

3.
Type of packaging

4.
Type of mailing (BOOKS - Special 4th Class Rate, cheapest)

5.
Request written quotation of firm price

E.
Mailing labels*
1.
Order from ACS (Annex 1)

a.
Zip Code order

b.
Spring meeting - all members and affiliates

c.
Fall meeting - dues paid only
d.
Kind - Those preferred by the mailing service

2.
Order one copy of the roster - alphabetical

3.
Count and check all labels when received - before giving them to the mailing service - DO NOT count on ACS numbers

4.
Type labels for others as needed

a.
Standing orders

b.
Student awardees

c.
Keep copies

F.
Cover*
1.
Prepare copy as wanted - make all changes

2.
Use “new” logos (available from ACS)

3.
Type list of symposia and symposia chairmen double spaced if printer is composing

G.
Assembly - have all pages in order (do not assume the printer will do it)*
H.
Delivery*
1.
Copy and cover to printer

2.
All mailing labels to printer or mailing service

3.
Give final count to printer or mailing service

4.
Arrange to have extras delivered (where)

I.
Extras*
1.
Arrange to send 150-200 books to meeting site (your hotel) two weeks before the meeting

2.
Fill mail and telephone orders received

3.
Store remainder

Billing*
A.
Invoice all standing order recipients after Fall Preprints are in the mail

B.
Send invoice with any single order (mark PAID if check was received with order)

C.
Keep copies of all invoices

D.
Send checks to Treasurer once per month

E.
Send “Second Notice”

1.
Domestic and Canada after 30 days

2.
Foreign after three months

F.
Keep records of invoices and payments (check numbers)

Meeting*
A.
Schedule “Desk Duty” at Executive Committee meeting

B.
Have supply of Preprints at Division table location early Monday morning

C.
Obtain cash box and change from Treasurer

D.
Obtain table and chairs from hotel or convention center employees (if not there)

E.
Set up table - banner, chairs, books, etc.

F.
Bring to meeting

1.
Scotch tape

2.
Thumb tacks

3.
Supply of receipts

4.
Banner

5.
Scissors

6.
Knife

7.
Pens

8.
Markers

9.
Roster
10.
List of books “Returned to Sender”

11.
Sign with prices

G.
Desk Duty

1.
Fill out a receipt for all Preprints and/or memberships sold

a.
Give one copy (pink) to purchaser

b.
Retain other copies for the Treasurer

2.
DO NOT accept credit cards for Preprints or memberships

3.
Cash, personal checks, and travelers checks accepted

4.
Follow ACS rules for ACS-book sales

5.
Help with any other Division sale

6.
Know where all Division meeting rooms are located

General*
A.
Keep accurate list of all expenses

B.
Send or give copies of all bills to Treasurer

1.
UPS and/or PO

2.
Secretarial

3.
Taxi when necessary at meeting site

C.
Know where the banners are

D.
Maintain a supply of receipts and distribute as requested

1.
Treasurer

2.
Membership Chairman
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Symposia Books

Responsibilities:

· Mail to Symposium Organizers the Guidelines for the Publication of ACS Environmental Division Symposia.

· Act as a liaison with ACS (or other publisher) and author to ensure Division receives its royalties.

· Track all royalty income from all Division symposia books. 
Guidelines for the Publication of ACS Environmental Division Symposia

ACS Books has the First Right of Refusal

Our Division is unique in that we have designated ACS Books as having the first right of refusal for all Environmental Division Symposia publications.  This decision is based on the fact that ACS provides all the financial and logistical support for our symposia and therefore deserves to be involved in symposia publication. All requests for Environmental Symposia publication must first be submitted to ACS Books.  In the event that ACS Books decides not to publish the symposium, the Book Editor is then free to contact other publishers.  Once a publishing house has been chosen, only the current Chairperson of the Environmental Division is authorized to sign publishing and royalty agreements on behalf on the Division. The customary publishing royalty split is 60/40 Book Editor/Environmental Division.
Logistics of Publishing a Symposium
( Six months before the symposium: Advertise the symposium and include mention of a planned book containing the presented papers.  Choose an Editor for the book ---- The Book Editor is chosen by the Symposium Organizer.  The editor’s main responsibilities are to:

· write a “Publication Proposal Letter” to ACS Books 

· interact with the ACS Acquisition Editor

· sign a royalty sharing agreement with the Chair of the Environmental Division

· organize the book into chapters

· write an introductory overview chapter as well as a preface

· arrange for peer review of the written papers

Helpful tip: The Book Editor is frequently the Symposium Organizer.

( Three months before the symposium: Confirm that all speakers will attend the symposium and remind them that a book is planned.  Write a “Publication Proposal Letter” to the Acquisition Editor at ACS Books ---- After receiving the Publication Proposal Letter from the Book Editor, the Acquisitions Editor at ACS Books will determine if there is general interest in the subject matter of the proposed book and the book’s marketability.  

Helpful tip:  Examples of successful publication proposal letters to ACS Books can be obtained from either Jeanne VanBriesen or Victor Turoski.

( Two months before the symposium: Remind speakers of the planned book and get their agreement that a paper will be submitted one month before the date of the symposium.   Invite others who could not speak to submit papers which could be included in the forthcoming book. ---- The paper received must be different from both the short and long abstracts required by the Environmental Division -- although the paper itself may be an extension of the long abstract.  

Helpful tip:  Most papers presented in our Division are given directly from speaker notes.  In many cases no paper ever exists.  It is advisable for the Book Editor to obtain a written paper from each presenter prior to its presentation at the symposium.  It is very difficult to get a presenter to write the paper after he or she has presented it.

( After the symposium is presented: Perform peer review on the papers. The Acquisition Editor at ACS Books will guide the Book Editor through their peer review process.  

Helpful tip:  Peer reviewers can frequently be selected from the presenters at the symposium.  

Remember that a key element to successful symposium publication and book sales is that publication should occur as soon as possible after the symposium is presented.  Therefore, the sooner that a Symposium Organizer decides that the symposium should be considered for publication – the better. Feel free to contact either Jeanne VanBriessen or Victor Turoski for help and support throughout the publication process.  

Jeanne M. VanBriesen
Assistant Professor
Department of Civil and Environmental Engineering
Department of Biomedical Engineering
Carnegie Mellon University
5000 Forbes Avenue
Pittsburgh PA 15213
Phone: 412-268-4603

E-mail: jeanne@cmu.edu
Fax: 412-268-7813

Victor Turoski

Analytical Research Lab - Manager Emeritus

Georgia Pacific Corporation
345 East Wisconsin Avenue
Neenah, Wisconsin 54956

Phone: 920-729-9281
E-mail:  vturoski@execpc.com
Fax: 920-734-8262

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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