Tab V


Social Activities
The Social Chair is responsible for arranging the Division Dinner at each National ACS meeting and for coordinating with the Division Chair on other social events, such as Executive Committee dinners and refreshments for poster sessions.

The job entails finding a restaurant in the host city that has a distinctive cuisine, a private dining hall that can accommodate 40-60 people, and that can provide a fixed menu at a reasonable price. If a special gourmet meal can be provided within these constraints, so much the better.

A letter detailing the requirements is sent to the restaurant (copy attached), and a confirming letter of commitment or booking must be obtained. This letter, along with a form provided by ACS (copy attached), must be on file by the deadline set by ACS, generally four months ahead of the meeting so that a notice will appear in the final program in C&E News.

The Social Chair also informs the editor of EnvirofACS and the Division Chair of the arrangements, in time for publication in the newsletter.

The Social Chair makes any needed transportation arrangements, notifies the Division Treasurer of any advance payment to the restaurant, and determines the number of tickets to be printed by ACS for the dinner. Allowances are made for guest tickets to awardees, according to requests from the Awards Chair and the Division Chair.

The Social Chair arranges for notification of a final count (± 5-10%) of reservations for the restaurant, 12-24 hours before the dinner and obtains the leftover tickets from ACS for last day sales. Money collected, and leftover tickets, are returned to ACS the day after the dinner and ACS reimburses the Treasurer, who will have paid the bill to the restaurant.

The Social Chair may also arrange for photos of awardees and of other social events to be provided the newsletter editor for possible publication, the newsletter picking up the cost of the photos.

Anne R. Leslie

March 14, 1989
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Facts to be established:

1

5.

0.

10.

Date and time: The Division usually has a cash (no host) ber from
6:30 to 7:30 P followed by dinner at 7:30 PM, on Tuesdsy evening.

Location: Establish not only the street address, telephone number
and ndividual to contact, but also the nane(s) or number(s) of the
roons where the cocktall hour and disner will ba hald.

Is there parking? Vhat basts - self or car hop? Fee? Ts there
public iunspurtatlon? Cost? WIILa bus charter from the head—
quarters hotel be necossary? If so, cost?

Ls there a bortle purchase ve. individusl drink vrder pullcy for the
bar? Establish average cost. Is there a bartender fee for the
cocktail hour? If so what s the fee? Depending on the local union
rules you may need to pay for more than one bartender. IC depends on
the expected nuaber of patrons.

Deternine if the establishnent has a policy o requiring a tired
number of confirmstions for dimner that can be adjusted (plus or minus)
vithin & given period (usually 24 hours).

Is entertainment possible which fits the theme? For example, the
Jazz Trio st New Orleans or the Barber Shop Ouartet in Chicago were
hired and the cost incorporated in the ticket price based on the
pronosed attendance. Establish the cost including possible expenses
or gratuity and be sure it will apply at the time of the cvent since
advance arrangements are aluays {nvolved.

Advise the restaurant whether they are to bill through ACS or 1f the
Division Treasurer will pay at the conclusion of the meal. The latter
has proven the best course.

Once a nenu has been selected and each course priced, add the local
sales tax(es) and 15 to 201 gratuity depending on their policy. To
this add an ACS fea (shaut $0.50 each) for printing and handling

ticket:

Determtoe Lf a hoad table ox special eaating arrangemant 13 raquired
by the evening's events. Determine if any auto or projection equip~
ment 1s needed, vhether this can be rented or must be supplied; and the
cost? 1o the secting/dimnes reom private or open £o the ract of tha
restaurant!

The restaurant managenent avst be adrlacd that wine or other bevorages
or extras requested during the meal nust be paid at the time of service
by the persons placing the order and only the agreed sua per person will
be pald by the Teeasucer«





[image: image2.png].

12.

1.

.

If a house wine is reconmended, get the nase and price and advise
those participating.

Prapare a nevs item well in advance for the Divisional newsletter.

Prepare a complete sumery of the acrangements including the nome
of the late ticket salosman for Mr. A. Winstead's staff at ACS.

Be sure to send them a copy of the contract or letcer detailing

the arrangements signed by the responsible pecsun at the restaurant.
Tt ta often heat to draft the latter and ask the restaurant to con=
firn the details. Nevar rely on an oral agreesent for any aspect.

Get an estimate of taxl fare fron the headquartecs hotel to the
restaurant .
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Requestor Information

1 Gowhame  ENVR

2 Confimie Ruth Hathaway 3 B Vicor Turosii
Onsite Contact.  Ruth Hathaway ACSICAS Dept. ID:
Address 1: 1810 Georgia St Address 1 345 East WisconsiAvene
Adiress 2. Cape Girardeau, MO 63701 sdiress2 Neenah, WIS4S56
Prone: 5734508204 Foc SIS Phoner 920720981 Fac  S20.748282
Email  ruthhathaway@msn.com Emai  vuroski@execpc.com
Social Event Arrangements
4. Whatis your eventname?  Socia & Poster Session
5. Who will arrange your event? O ACS (Event will be held at Q] Requestor / Host (Event will be.
‘official ACS property) ‘heid at an offsite location)
6. 11ACS will arrange your event, where doyou preertobe A 5
located? (Space Gssignments willbe confimed by MAY
27, 2005)

7. ifyou are arranging your own event, where will you host  Place: Sam & Harry's

your event? ‘Address: 1200 18" StNW, Washingion, DC 20036
5. What type of event wil tis be? O sreakiast O Luncheon
B3 Dinner 0O Recepton
O social Event O] Social Eventwith Poster Session
O Otver (Please specity)
5. Woud you ke us o publicize your event? 0 VES, pudlcize it 0 1O, this = & prvate event
10, Who wil coordinate your event on-site on your behalf?  Name: Ruth Hathaway

Telephone / Cell Phone: 573.450.5294
EMai: rutnhathaway@msn com

11. What s your anteipated attendance? 25 This pumber will be your final quarantee unless you changs it ith us by
JULY 12, 2005,
12. When do you want to hold your event? (Provid your actual start & end times for attendsss here.)

Event START Day: Tuesday Date: 8130105 Time: 8:00 pm
Event END. Day: Tuesday Date: 813005 Time: 10:00 pm

15, Do you need exira set.up time before the event starts? ] YES, we need B9 1O, 30 minutes is adequate.
(Most rooms are reserved for 30 minutes befors the event) _minutes before our event starls

14. What s your estimated budget for this event? Total Buget § Price per person: § 90.00

15, What kind of bar service do you want? O NoBarSenice [ Hosted Bar O cashBar

16. How do you want your tables and chairs set-up? Mseting ro0m sst.up diagrams are o L/Chemiats cralvesings cardolre izl
O Round tavies for 5. O Receston O Cocitail Rounds 01 Other Set-Up: (attach diagram)
O Round taes for 10 I Poster Session  [] Head Tablefor  people

(Continued on Page 2)

[——
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17. What are your audiovisual teiephone, and interet requirements? (Please indicate quantity for each iem)

0] Lape Microphone. 0 Reer/ Stage 0 Overhead Projector o
] Table Microonone 0 soreen 0 LeD Projector 0 ver
0 Podium & Microphone. 0 Essel [ Laser Pointer 0 c0/DVD Player

18. Do you need special ignage to promote your event? Submit your Signage Request Form that can be found on
twcheistre orymeetings/coordinaiors i

15, Do you have any addtional requests? Social Hour is from 500 - 7:00 PM
Dinner s fom 7:00 - 10:00 P

Ticket Arrangements

20, Wihat type of enty policy wil your event have? B TICKETED Event [ NON-TICKETED Event
(1f ron-ticketed event, sk
guestions 20.23)
21. How many compimentary tickets does your group wish toreserve B We want S 00 We do not want any tickets.
or your own se? (Your group s responsible for recording any. tckets reserved for us reserved for us.
sales or collecting any money for thess fickets)
22. Do you want your tickets o be s0id through ACS Registraion B VES oo
website? (Tickets wil be sold onlne o aftendees until August 26)
23. Do you want your tckets to be s0id through onsite ACS. O ves R N0

Regsiration? (Tickets wil be sold up {0 24 hours befors even)

24, DO you want o recelve any unsold tickets ater onsite Registation ] YES, we wil distribute or  [] NO, we do not plan to
nds s sales 0 attendees? (Tickets will be soid up (0 24 hours sel them at the event distrbute or sel any unsoid
before event] tickets at the event

» Notification of Space Assignments & Order Confirmations: You vill eceive your oxder & space assigoment confimation by
DAY 27, 2005, That message vl provide instructions o how to make additions/changes and how to submyt a food & beverage order
for your speciic property by JUNE 1. Final signed confirmations are due back on JULY 12 to ACS Meetings, Fax: 202-872-6128.

» Qline Resoncs:Fod & beverge menus o e prpertes oo berrge gl et oom st g nd ot
suggestions are on htta:/chenuistry ore /mestines coordinators bl




Sample





       6024 Telegraph Rd.

Alexandria, VA 22310-2217

May 20, 1988

Kenneth Kim, Manager

Korean Gardens Restaurant

950 So. Vermont Ave.

Los Angeles, CA 90006

Dear Mr. Kim:

The Environmental Chemistry Division of the American Chemical Society would like to arrange a dinner at your restaurant, as we discussed by phone. The Society will be meeting with the International Congress in Toronto the week of September 25-30, 1988. The Division traditionally meets for dinner on Tuesday evening, which would be September 27.

The group convenes between 6:30 and 7:30 p.m. for a social gathering with a no-host cash bar. Dinner is served at 7:30 p.m. with a fixed menu and price that includes tax and gratuity. Tickets are printed in advance by ACS and are priced for the meal only. Wine or other orders by guests during the meal should be collected by the servers. If you have wine recommendations, these will be appreciated since there are usually a number of such purchases.

Our group usually numbers 50 to 75. We can arrange for a deposit. I would like to know whether you need a minimum guaranteed number of guests and whether 24 hours is sufficient for a final number of dinners. Full payment can be billed or paid after the meal by our Treasurer.

I look forward to your suggestions for a menu, and your letter confirming these arrangements.

Sincerely,

Anne R. Leslie

Social Arrangements Chair

Environmental Chemistry Division

American Chemical Society

Phone:
703/557-5077

KOREA GARDENS RESTAURANT, INC.

Sample

950 South Vermont Ave.. Los Angeles, Calif. 90006

Telephone (213) 388-3042

May 31, 1988

Anne R. Leslie

Social Arrangements Chair

Environmental Chemistry Division

American Chemical Society

6024 Telegraph Rd.

Alexandria, VA 22310-2217

Dear Ms. Leslie:

Thank you very much for your inquiry. We accept any group over 50 (over 40 in weekdays) & one day advance notification for final number of dinners would be sufficient. We carry a moderately priced California wine (Chablis & Rose) which is very popular among customers. A sample of suggested fixed menu would be like This:

1)
Traditional Korean style short rib stew

2)
Fillet fish dipped in egg butter & fried on hot griddle

3)
Green bean Korean style pan cake

4)
Sauteed vegetable with beef and vermicelli

5)
Chicken drumstick with soysauce


6)
Cold seafood special

7)
Korean style pork chop

8)
Squid with vegetable & hot pepper

9)
Beef or pork tempra (fried in vegetable oil)

10)
1-3 Chef’s special in season

11)
Variety of vegetables (5-10 kinds)

For example Kimchee (Korean style vegetable), Spicy cucumber, Cooked bean sprout, spinach

In conclusion, the fixed menu would be 10-13 main dishes and a lot of vegetables, steamed rice in buffet style. Its cost would be $14/person including tips & tax. We provide hot tea and coffee if anyone wants. But drinks are extra.

A deposit of $100 or more is required to reserve the banquet room and full payment is to be paid right after the party. If you have any more information, please let me know.

Sincerely,

Kenneth Kim

Manager

P.S.
We have already reserved the room for your party on Sep 27
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