
Long Range Planning Committee Report – S16, San Diego  
 
The AM has been updated with the items that were discussed and clarified at the Boston EC 
meeting (F15).   
 
“CHAS” vs “DCHAS”  
(I can’t find my notes on this.  I think that we went with CHAS) 
 
CHAS is the preferred language in the AM.  A few instances of DCHAS remain 

• In email addresses 
• When referring to the listserv 
• In the “Copyright Transfer Agreement” 

 
Still on hold are: 
 
Updating AI 104 – The Audit Committee issuance  
Creating AI 116 – The CHAS Publications Committee 
 
Newly Added: 
 
AI 09 - Establishment of Subdivisions 
 
DIVISION OF CHEMICAL HEALTH AND SAFETY  Administrative Issuance 09 
 
0 Establishment of Subdivisions 
 
1 Purpose:  
 

To expand on Divisional Bylaw VIII – Subdivisions (p. 19) 
 
2 Date:   
 

Original Issuance:  11/01/15 
Revision Date(s): 

 
3 Preface  
 

This Administrative Issuance is to provide guidance about the Subdivision establishment 
process beyond that offered in the Divisional Bylaws.  As stated in the ACS Bylaws and 
Constitution (ACS Bylaw VIII, Constitution Article XIII): 

 
A Division may organize within itself one or more units, known as Subdivisions, which 
shall be established to cover a specified portion of the general field of the Division. Each 
such Subdivision shall operate in conformity with the bylaws of, and shall be responsible 
to, its parent Division. (1/1/51) 
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4 The formation, Executive structure, and funding for Subdivisions is outlined in 
Divisional Bylaw VIII. 

 
5 Subdivision Formation Proposal 
  

(a) The group proposing to establish a Subdivision should present an informal 
proposal to the Division Executive Committee in order to gauge Division interest 
in sponsorship of the Subdivision. 

 
(b) Once interest in the formation of the Subdivision is established, the group can 

work with the Division Chair to prepare a formal proposal. 
 

(c) The submitted proposal for Subdivision formation should address the following 
points: 
i. The specific portion of the general field of the Division (Chemical Health 

& Safety) that will be emphasized in the Subdivision. 
ii. A suggested name and acronym for the Subdivision. 
iii. How the activities of the Subdivision will assist and advance the mission 

of the Division. 
iv. How the Division can advance and assist the growth of the subdivision. 

 
6 Proposal Approval 
 

As mandated in the Division Bylaws, the formation or discontinuance of a Subdivision 
shall be at the discretion of the Division Executive Committee.  No approval from the 
ACS governance is required.  A prepared proposal may be submitted to the Division 
Executive Committee at any regular committee meeting for a vote of approval.   

 
7 Subdivision Operation 
 

a. The Subdivision will operate as a normal committee and have regular meetings 
with minutes.  As mandated in the Division Bylaws, the Subdivision Chair shall 
be an ex officio voting member of the Executive Committee of the Division.  The 
Chair of the Division shall be an ex officio voting member of the Steering 
Committee of the Subdivision. 

  
b. Reporting 

 
A report from the Subdivision will be a consent agenda item at each EC meeting 
and a subdivision report will be expected for the agenda book for each National 
Meeting. 

 
c. Funding 

 



i. As mandated in the Division Bylaws, the Subdivision does not maintain 
separate operational funds and therefore there is no Treasurer Officer on 
the Subdivision Steering Committee. 

 
ii.  The Division Treasurer will establish a set of separate line items in the 

QuickBooks Chart of Accounts.  The Subdivision will have its own 
Profit/Loss statement and its own budget. 

 
iii. The Subdivision may request money for activities from the Division 

Executive Committee at any regular meeting. 
 

d. In addition to participation in Divisional symposia, the Subdivision will be an 
active participant in Divisional activities by submitting and organizing symposia 
around the specific area of the field of Chemical Health and Safety covered and 
submitting articles to the Journal of Chemical Health & Safety. 

 
8 Discontinuance of a Subdivision 
 

The most likely reason for the discontinuance of a Subdivision would be if a Subdivision 
petitions the ACS for Divisional status.  At this time, the Subdivision would follow the 
guidance for establishment of a Division found in the ACS Constitution and Bylaws. 

 
  



Please review the proposed change(s) in the AM for discussion at the San Diego meeting. 
 
ITEM 1 – Update Organizational Chart 
 
AI 02 Division Organization has been edited to better reflect Division practice.  The flowchart 
and language recognize that some Division structure is mandated by the Bylaws for the Division.   
 
Current: 
 
1 Purpose:  
 
 To describe the organizational structure of the Division. 
 
Proposed: 
 
1 Purpose: 
 

To describe the organizational structure of the Division as described in the Bylaws and in 
practice. 

 

 
 
 
 
  



ITEM 2 – Add Articles of Incorporation 
 
Proposed: 
 
Include the Articles of Incorporation in the Administrative Manual.  I will include them in full in 
the AI10. 
 
DIVISION OF CHEMICAL HEALTH AND SAFETY  Administrative Issuance 10 
 
0 Articles of Incoporation 
 
1 Purpose:  
 

To include the Articles of Incorporation in the Administrative Manual 
 
2 Date:   
 

Original Issuance:  02/26/2016 
Revision Date(s): 
 

  



 
 
  



 

 

  



  



  



  



  



  



ITEM 3 – Add AI for Interim Committee 
 
Add a new Administrative Issuance (AI 118) to the AM to clarify of the function and 
composition of the Interim Committee. 
 
Proposed: 
 
DIVISION OF CHEMICAL HEALTH AND SAFETY Administrative Issuance 118 
 
0 Interim Committee and Other Meetings 
 
1 Function:  
 

To clarify the Bylaw V, Section 4 (b). on the formation of an Interim Committee. 
 
2 Date:  
 

Original Issuance: 3/13/2016 
 
3 The Bylaw 

 
(1) Composition: The Chair, Chair-Elect, Secretary, and two other officers named by the 
Chair with concurrence of the Executive Committee. 

 
(2) Duties and responsibilities include: To act for the Executive Committee on business 
requiring early decisions in periods between regular meetings of the Executive 
Committee. The Interim Committee may meet in person, or by telephone or other means 
of remote communication when convened by the Chair of the Division. 

 
4 Composition of the Interim Committee 

 
To facilitate prompt convening of the Interim Committee to conduct business requiring 
decisions between regular meetings, the normal composition of this committee will be the 
Chair, Chair-Elect, Secretary, Treasurer, and one Councilor.  This composition was 
approved by the Executive Committee at the March 13th 2016 spring meeting in San 
Diego. 

 
Monthly conference calls are considered Interim Committee meetings and any other 
Officers (Secretary, Treasurer, two Members-at-Large, Councilors and Alternate 
Councilors) on the call fulfill the requirements for the meeting. 

 
  



ITEM 4 – Add Treasurer Job Description to AI 504 
 
Update AI 504 Treasurer to include Job Description. Since Neal has written such a complete 
description of this, it seems like a good time to add it to the manual for the next time. 
 
Current:  
 
DIVISION OF CHEMICAL HEALTH AND SAFETY Administrative Issuance 504 
 
0 Treasurer  
 
1 Function: 
 

To help the CHAS Treasurer fulfill his/her commitments and responsibilities during the 
term of office (see Bylaws for duties p. 5) 

 
2 Date: 
 

Original Issuance: July 8, 1999 
 

Revision:  
 
3 Schedule 
 

AUGUST--DECEMBER prior to taking office 
 

Arrange with current Treasurer for transfer of funds. 
 

FEBRUARY 1 
 

Send 1099-MISC Forms to individuals receiving more than $400 of taxable income from 
CHAS in previous year. 

 
FEBRUARY 

 
1. Prepare Treasurer's Report for inclusion in packet for Executive Committee Meeting at 
the Spring ACS Meeting. 

 
2.  Send annual report to ACS. 

 
MARCH 1 

 
File Form 1096 and copy A of the 1099-MISC Forms with the Internal Revenue Service. 

 
MAY 1 (approximately) 

 



Within 5 weeks after Spring ACS meeting file request with ACS for sharing the costs of 
Councilor attendance. ACS will NOT reimburse CHAS for these costs if the forms are 
filed late. 
 
MAY 15 

 
File Form 990-EZ (or alternate form if revenues exceed $100,000) with the Internal 
Revenue Service. Determine whether a state tax return will also need to be filed. 

 
JUNE 

 
If current Secretary is running for office, the Treasurer counts the ballots for Division 
elections. 

 
JULY 15 

 
Treasurer's Report and Proposed Budget for next year due to Secretary for inclusion in 
packet for Executive Committee Meeting at the Fall ACS National Meeting. 

 
SEPTEMBER 1 (approximately) 

 
Within 5 weeks after Spring ACS meeting file request with ACS for sharing the costs of 
Councilor attendance. ACS will NOT reimburse CHAS for these costs if the forms are 
filed late. 

 
Proposed: 
 
DIVISION OF CHEMICAL HEALTH AND SAFETY Administrative Issuance 504 
 
0 Treasurer  
 
1 Function: 
 

To help the CHAS Treasurer fulfill his/her commitments and responsibilities during the 
term of office (see Bylaws for duties p. 5) 

 
2 Date: 
 

Original Issuance: July 8, 1999 
 

Revision:  
 
3 Treasurer Description and Duties 

 
For purposes of continuity and electing new treasurers, trainees should be solicited two 
years prior to the end of a current treasurer’s term. Trainees will be reimbursed at the 



current applicable rate for appointed positions.  The treasurer will be reimbursed at 
current applicable rate for appointed positions. 
 
A suitable candidate for Division Treasurer must 

•  Be a regular member of SOCIETY and the Division 
• Spend  between 5 and 20 hours per week, 52 weeks per year, on the duties 
• Be familiar with QuickBooks and have some bookkeeping experience 
• Plan to attend every National Meeting and the monthly Executive 

Committee conference calls. When attendance in not possible, reports 
must be filed for in advance 

 
The specific duties of a treasurer include, but may not be limited to: 

• Managing the Division finances by paying invoices, tracking income and 
responding to questions.  This includes: 

o Paying all bills 
o Accepting, depositing and documenting all funds received 
o Managing donations to the Division a 501(c)(3) 
o Acting as a “Business Manager” for publication of the Division journal 

(Journal of Chemical Health & Safety)  
• Reconciling the bank account on a monthly basis 
• Preparing the Financial Report and presenting it to the Division at each 

National Meeting 
• Managing the Division’s Exhibit Hall presence – including  

o Booking  the booth space 
o Signing the contract 
o Paying for the space 
o Preparing all the materials 
o Shipping  the space supplies to and from meetings and storing them 

between meetings 
o Obtaining the Exhibitor badges for Division members who will need 

them 
o Overseeing the set up and breakdown the space 

• Review and pay reimbursements to CHAS members who attend National 
Meeting executive sessions within 30 days of the meeting 

• Manage Workshop registration and finances  
• Interact with ACS staff by preparing Annual Treasurer’s Report to ACS & 

submitting the coming year’s Budget to ACS 
• Consult ACS staff about specific financial and logistical requirements related 

to division activities and national meetings. 
• Prepare IRS 990 EZ Tax Return 
• Monitor investment accounts to assure a proper balance between risk and 

income 
• Advise the Executive Committee about the potential logistical and financial 

impacts of program ideas and strategic initiatives. 



 
4 Schedule 
 

For the complete list and schedule of duties for the Treasurer, refer to the “Operation 
Manual for Treasurer” [SHOULD THIS BE INCLUDED] 
 
AUGUST--DECEMBER prior to taking office 

 
Arrange with current Treasurer for transfer of funds. 

 
FEBRUARY 1 

 
Send 1099-MISC Forms to individuals receiving more than $400 of taxable income from 
CHAS in previous year. 

 
FEBRUARY 

 
1. Prepare Treasurer's Report for inclusion in packet for Executive Committee Meeting at 
the Spring ACS Meeting. 

 
2.  Send annual report to ACS. 

 
MARCH 1 

 
File Form 1096 and copy A of the 1099-MISC Forms with the Internal Revenue Service. 

 
MAY 1 (approximately) 

 
Within 5 weeks after Spring ACS meeting file request with ACS for sharing the costs of 
Councilor attendance. ACS will NOT reimburse CHAS for these costs if the forms are 
filed late. 
 
MAY 15 

 
File Form 990-EZ (or alternate form if revenues exceed $100,000) with the Internal 
Revenue Service. Determine whether a state tax return will also need to be filed. 

 
JUNE 

 
If current Secretary is running for office, the Treasurer counts the ballots for Division 
elections. 

 
JULY 15 

 
Treasurer's Report and Proposed Budget for next year due to Secretary for inclusion in 
packet for Executive Committee Meeting at the Fall ACS National Meeting. 



 
SEPTEMBER 1 (approximately) 

 
Within 5 weeks after Spring ACS meeting file request with ACS for sharing the costs of 
Councilor attendance. ACS will NOT reimburse CHAS for these costs if the forms are 
filed late. 

  



ITEM 5 – Add AI 011 - Contracts 
 
Add a new Administrative Issuance (AI 011) to the AM to clarify who can enter into contracts 
for the Division.   
 
I contacted Barbara Pol Barbara Polansky the Staff Liaison and Senior Program Manager on the 
Committee on Constitution and Bylaws (C&B) to ask if the SOCIETY had any specific 
language.  She contacted ACS legal counsel and they gave me the language used here. 
 
Proposed 
 
DIVISION OF CHEMICAL HEALTH AND SAFETY Administrative Issuance 011 
 
0 Execution of Contracts 
 
1 Function:  
 

To clarify who may enter into a contract on behalf of the Division 
 
2 Date:  
 

Original Issuance: xx/xx/xxxx 
 
3 Entering into Contracts on Behalf of the Division 
 

The Chair of the Division shall be the sole person authorized to execute contracts on 
behalf of the Division, except that the Chair may designate in writing any other officer of 
the Division to execute contracts.   

 
4. Reporting  
 

The Chair shall report to the Division’s Executive Committee as soon as practicable all 
contracts entered into on behalf of the Division.   

  



ITEM 6 – Discuss Affiliates, Subdivisions, Membership forms 
 
Question: Does the membership form for affiliates need to have an issuance in the AM?  Can we 
add this to AI 09 - Establishment of Subdivisions.  Excerpt below is from ACS Bylaws. Bulletin 
5 January 2016. http://www.acs.org/content/dam/acsorg/about/governance/charter/bulletin-5.pdf 
 

 
 
From our Bylaws: BYLAW III Members and Affiliates 
 
Section 3. A person who is not a member of the SOCIETY, but who wishes to participate in the 
activities of the Division, may become a Division Affiliate provided that application, in writing, 
is made to the Secretary and provided that dues established for Division Affiliates are paid. A 
Division Affiliate shall have all the privileges of membership in the Division, as provided in the 
Division bylaws, except that of holding an elective position in the Division, voting on articles of 
incorporation and bylaws, serving as a member of the Division Executive Committee or 
equivalent policy-making body, or voting for Councilor(s) or Alternate Councilor(s) of the 
Division. Division Affiliates may serve as chair of any committee except the Executive 
Committee or equivalent policy-making body. 
 
 
  



ITEM 7 – Discuss AI 07 -  Record Retention 
 
Question: Does this need to be updated for the electronic age? 
 
Current 
 
DIVISION OF CHEMICAL HEALTH AND SAFETY   Administrative Issuance 07 
 
0 Records Retention 
 
1 Function: 
To preserve division records and history.   
 
2 Date: 
 
Original Issuance: 9/26/08 
Revised:  
 
3 Background 
The records of the Division of Chemical Health and Safety (“CHAS”) of the American Chemical 
Society (“ACS”) are important assets. Records include essentially all records produced whether 
paper or electronic. A record may be as obvious as a memorandum, an e-mail, a contract or a 
case study, or something not as obvious, such as a computerized desk calendar, an appointment 
book or an expense record. 
The law requires CHAS to maintain certain types of records, usually for a specified period of 
time. Failure to retain those records for those minimum periods could subject CHAS to penalties 
and fines, cause the loss of rights, obstruct justice, spoil potential evidence in a lawsuit, place 
CHAS in contempt of court, or seriously disadvantage CHAS in litigation. 
The CHAS Record Retention Policy was developed to be consistent with the Society regulations, 
which state: 
Disposition of Old Files.  The officers and heads of SOCIETY activities for which funds are 
budgeted by the SOCIETY are authorized and instructed to destroy from time to time, in their 
discretion, old and useless papers not of permanent value, in accordance with retention schedules 
approved by the Executive Director.  Unless other requirements apply, or unless otherwise 
specified by the Board of Directors, the period of retention of files is seven (7) years.  
 
4 Definition 
 
Record:  Correspondence, reports, memoranda, governing documents, contracts, patents, 
copyrights, employment documents, and other records regardless of form of media. 
 
 
5 Responsibilities:   
 
The Treasurer with cooperation of the Secretary and Committee Chairs organize and store the 
Divisions Records. 



 
6 Record Disposition:   
 

RT - Retained Until Termination, Cancellation or Completion (of contract, project, etc.) 
PR - Permanently Retained 
RS - Retained Until Superseded 
LOP - Retained by Authority Until Record No Longer Serves a Legitimate Operational Propose 

 
Type of Record Retention Period Authority 

 
CORPORATE GOVERNANCE RECORDS   

1. Articles of Incorporation, Bylaws, 
Administrative Manual 

RS Treasurer 

2. Federal and State Tax Exemption Certificates PR Treasurer 
3. Federal and State Tax Exemption Certificates PR Treasurer 
4. Executive Committee Meeting Agendas and 

Manuals 
PR Secretary 

5. Working Papers and Miscellaneous 
Drafts/Transcripts for the Executive Committee 

1 year Secretary 

6. Executive Committee Meeting Minutes PR Secretary 
7. CHAS Annual Report Final Copy 5 years Secretary 
8. CHAS Annual Report (Secretary/Treasurer 

Portions) 
5 years Secretary/Treasuerer 

9. CHAS Committee Agendas & Minutes 5 years  Committee Head 
 

CONTRACTS   
1. CHAS purchases of goods and services RT + 4 years Treasurer 
2. CHAS sales of products and services RT + 4 years Treasurer 
3. CHAS Workshop Records 4 years Treasurer 
4. Government Contracts RT + 6 years Treasurer 
5. Other Contracts RT + 4 years Treasurer 
 

INTELLECTUAL PROPERTY   
1. Copyright and Trademark Registrations PR Secretary 
2. Registered Patents PR Secretary 
3. Domain Name Registrations PR Secretary 
 

MISCELLANEOUS   
1. General Correspondence 2 years or LOP Originator 
2. General Reading/Chronicle Files 2 years or LOP Originator 
3. Diaries/Calendar/Phone Logs/Meeting 

Notes/Minutes 
1 year Originator 

4. Information Only/Memos/Forms not requiring 
follow-up 

1 year Originator 

5. Working files/Project files RT + LOP Originator 



6. Annual or Statistical Reports 5 years Originator 
 

PUBLICATIONS   
1. Copies of published journals (at least one 

archive copy) 
PR Editor, JCHAS 

2. Copyright assignment forms PR Publisher 
 

FINANCE ADMINISTRATION RECORDS   
1. Audits No more than 

three on file 
Treasurer 

2. Bank Statements/Deposit Slips/Cancelled Checks 5 years Treasurer 
3. Bond Records PR Treasurer 
4. Budgets (including worksheets and detail) 5 years Treasurer 
5. Fixed Asset/Capital Information PR Treasurer 
6. Insurance Policies/Certificates of Insurance RT + 4 years Treasurer 
7. Annual Financial Statements PR Treasurer/QUICKBOOKS 
9. General Ledgers/Journals PR Treasurer/QUICKBOOKS 
10. Income Tax Returns (correspondence and 
workpapers) 

7 years Treasurer 

11. All Other (invoices, media, vouchers, account 
records) 

5 years Treasurer 

12. Donor/Pledge/Sponsor Records 5 years Treasurer 
13. Investment Records  7 years Treasurer 
14. Expense Reports, Reimbursement Requests 5 years Treasurer 

 
LEGAL   

1. Litigation documents – In the event of 
litigation, a Defense committee will be 
established consisting of the elected officers 
and others as appropriate.  All records of this 
group will be retained by the Treasurer. 

RT + 4 years Treasurer 

 
MEMBERSHIP   

1. Monthly eRoster RS Membership Chair 
2. Monthly JCHAS subscriptions RS JCHAS Editor 
 
7 Storage 
The respective officers, and committee chairs are responsible for keeping their reports and 
materials current and secure.  Twice a year following each national meeting, officers and chairs 
should forward any revised material to the Treasurer for filing.  The records should be stored 
electronically both on site and remotely as determined by the Treasurer.  The document name 
shall have a title and include the date. 
 
8 Document Naming 



The document shall have a name and date in its title and file name.  The following are examples 
of such file names 
IRS Form 1040 2007 
Executive Committee Minutes Fall 2008 
Executive Committee Agenda Fall 2008 
Administrative Manual May 2008 
Presentations Fall 2008 
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