AICHE SEPARATIONS DIVISION CHAIR TO DO ITEMS
General information
Bylaws are given at the end of this document. They were last updated in 2002. They are undergoing revision as of 1/1/17.
Keep Vice-Chair informed on all issues so they will be trained for their term.
Review accounting reports from Treasurer. Our charge number is 51225-51-921-00000.
Decide on acceptability of requests for division funds.
Work with AIChE Staff to keep website up to date as necessary.  You would hope that the Awards Director would work with the Website Director to take care of the awards part of the website, but everything else is your responsibility.

For convenience, clicking on the boxes next to each task will add check marks.
January
☐ Ask Secretary to update SepDiv roster and request AICHE to make changes to the website.
☐ Early in the month, work with the Secretary to schedule 1-hour online meetings for the spring (used effectively in 2016 in lieu of a spring planning meeting). 
☐ If you decide instead to hold a spring planning meeting (not recommended), then you will need to reserve a meeting room. Historically prior to 2016, there was a planning meeting from Noon to 5 pm on the Sunday prior to the spring AIChE sessions. There was spotty attendance, and it was suggested to move towards online meetings between the Fall annual meetings.

February
☐ By first week of the month, contact potential speakers for the Gerhold/Kunesh Awards Plenary Session at the Annual Meeting.  Arrange for speakers from each pool of recipients.  Start early and contact potential speakers from different areas. We like to have the most recent winners for sure and then whoever will be interesting and hopefully provide a bit of variety in the topics.  However, it is difficult to avoid lots of membrane discussions as they are clearly the most prevalent. Past-Chair will co-chair the session.  

☐ Set up placeholders in Confex for the Gerhold/Kunesh Plenary Session and then fill in when possible with the actual speakers and titles.  We have room for 5 speakers with the time allotment: The two current award winners plus three former recipients.

☐ Contact Darlene Schuster <darls@aiche.org> and Stephanie Orvoine-Couvrette <stepo@aiche.org> early to reserve a nice, big size (at least 200 people) room for the plenary session and to ask that it be held Monday morning of the Annual Meeting with no parallel SepDiv sessions.

☐ In first week of the month, remind treasurer to contact UOP asking if they wish to continue sponsorship $3,100 of the Clarence Gerhold Award and FRI to see if the wish to continue sponsorship $1,100 of FRI/John Kunesh Award.

☐ By the middle of the month, send an agenda for the March 1-hour online meeting.  Ask everyone to review the agenda and pay special attention to any items that involve their specific role in the Division.  Ask for any needed additions or corrections.  Send them information how to connect and remind them of the time zone for the meeting.
☐ One week prior to the meeting, send a final version of the planning meeting agenda.

March
☐ Early in the month, send out requests to the chemical engineering community requesting nominations for SepDiv awards. Ask area chairs to identify potential nominees in their areas. There is a small (or perhaps no) pool of rollover candidates for the Kunesh award, so be aggressive to find nominees for this award. 
☐ Ask Executive Committee to decide on request to support Young Professionals Mixer. The request usually comes in February or March, and we have supported it with a $500 contribution for a number of years.
☐ By the middle of the month, send an agenda for the April 1-hour online meeting.  Ask everyone to review the agenda and pay special attention to any items that involve their specific role in the Division.  Ask for any needed additions or corrections.  Send them information how to connect and remind them of the time zone for the meeting.
☐ One week prior to the meeting, send a final version of the planning meeting agenda.

April
☐ Early in the month, send out second blanket request to the chemical engineering community requesting nominations for SepDiv awards. Include personalized pleas to SepDiv members to solicit nominations for May 1 deadline.
☐ Remind Past Chair of her/his responsibility to find new candidates for upcoming openings for division officers and directors, as described in the bylaws (included at the end of this document).  Usually, the area chairs handle their own openings.  

☐ By the middle of the month, send an agenda for the May 1-hour online meeting.  Ask everyone to review the agenda and pay special attention to any items that involve their specific role in the Division.  Ask for any needed additions or corrections.  Send them information how to connect and remind them of the time zone for the meeting.
☐ One week prior to the meeting, send a final version of the planning meeting agenda.

May
☐ Work with Awards Director to coordinate review of Founders Award. Distribute any nomination packages to Executive Committee and ask for recommendation and vote. Inform Awards Director on the review outcome.
☐ Judge Gerhold Award Submissions (these will come from Paul Bryan)
☐ Judge Kunesh Award Submissions
☐ Judge Innovation Award Submissions
☐ After abstract submission closes, reconnect with Darlene Schuster <darls@aiche.org> and Stephanie Orvoine-Couvrette <stepo@aiche.org> to ask about scheduling request form for annual meeting.
☐ After abstract submission closes, work with Past Chair (who is the Programming Chair for the current annual meeting) to complete the scheduling request form to 
1) reserve a nice, big size (at least 200 people) room for the plenary session and ask that it be held Monday morning of the Annual Meeting with no parallel SepDiv sessions. 
2) reserve a nice, big size (at least 100 people) room for the Rapid Fire Session: TED-Sep Separations Division and request that it be held Tuesday (late PM)
3) request the poster session to be arranged the same evening as the Rapid Fire Session
4) reserve a room for the planning meeting (Noon to 5 pm on the Sunday prior to the actual AIChE sessions; make sure it has internet)
5) reserve a room for the business meeting (Monday before the dinner)

☐ (optional) By the middle of the month, send an agenda for the next 1-hour online meeting.  Ask everyone to review the agenda and pay special attention to any items that involve their specific role in the Division.  Ask for any needed additions or corrections.  Send them information how to connect and remind them of the time zone for the meeting.
☐ One week prior to the meeting, send a final version of the planning meeting agenda.

[bookmark: _GoBack]
June
☐ Remind Past Chair to find candidates for upcoming openings for division officers and directors, according to the procedures given in the bylaws. Elections will be held in late September.

☐ Advertise on the website that anyone wishing to be considered for one of these positions should send the Secretary their bio and signed petition by September 1. Mention in the advertisement that according to the bylaws: Nominations may be made for any office or directorship by petition of the membership if at least twenty Division members in good standing sign a petition and submit it to the Secretary by September 1. Elections will be held in late September.

July
☐ (may have been completed earlier) You should have received a notice from AICHE about room requests by now, but if not, then ask. You will need rooms for Division planning meeting and general members meeting. The planning meeting is from Noon to 5 pm on the Sunday prior to the actual AIChE sessions.  The Annual meeting has the same Sunday planning meeting but there is also a members meeting on the Monday at about 6 pm between the AIChE sessions and the Sepdiv awards dinner.  Make sure rooms have internet.
☐ Follow up with Darlene Schuster <darls@aiche.org> and Stephanie Orvoine-Couvrette <stepo@aiche.org> and/or whoever needs to know that we do not want parallel SepDiv sessions to the Gerhold/Kunesh session on Monday morning of the Nov. conference. Also remind them that we need adequate size rooms, as our sessions are well populated.

August
☐ Remind Past Chair one last time to find candidates for upcoming openings for division officers and directors, according to the procedures given in the bylaws. Elections will be held in late September.

☐ Ask candidates to send brief bios for use in the election.

☐ Review action items from previous meetings to ensure that progress is being made.

September
☐ Elections: On September 2 or the next Monday if a weekend, Contact Diane Cappiella (dianc@aiche.org) to help us conduct elections via e-mail. Send a list of the positions that need to be filled, along with the candidates and their bios. Follow bylaws article on Elections for guidelines. 
☐ Near the end of the month, CTOC will request the chair to complete the annual Divisions and Forums Activities Survey. Send a request to the Executive Committee and all Directors to provide data needed to complete the survey. Ask them to provide answers to the survey questions based on activities they have done.
☐ Review action items from previous meetings to ensure that progress is being made.

October
☐ Review action items from previous meetings to ensure that progress is being made.
☐ In early October, work with Secretary on the agenda for the Annual SepDiv planning and member meetings.  Prepare presentations for these as necessary. See previous agendas for reference.  Also see previous Chair presentations for reference.
☐ In mid-October, send an agenda for the upcoming AIChE Sep. Div. planning meeting. Let everyone know where the meeting will be held and when. Ask them to review the agenda and pay special attention to any items that involve their specific role in the Division.  Ask for any needed additions or corrections.  Tell Area Chairs that, if they are unable to participate (either in person or via remote connection), they should have someone from the Area present at the meeting to report on Area activities. Anyone needing to participate remotely should be asked to reply to the e-mail. Send them information how to connect and remind them of the time zone for the meeting.
 ☐ One week prior to the meeting, send a final version of the planning meeting agenda.

November
☐ Annual meeting: Work with Secretary to arrange for division’s portable projector to be brought to the annual meeting for use in the planning meeting and the general members meeting. It often is kept by the area chair for membranes (2d).
☐ Ask someone to be responsible for taking photos at all events [Megan Donaldson took this role in 2016]
☐ The Annual planning meeting is from Noon to 5 pm on the Sunday prior to the actual AIChE sessions. The member meeting is on the Monday at about 6 pm between the AIChE sessions and the SepDiv awards dinner.  The Chair runs all these meetings along with the Secretary.  The Vice Chair can help as needed but typically has no function here other than to present the future meeting session numbers and plans by the various SepDiv areas.  Chair basically follows agenda to lead through meeting.  See previous agendas for reference.  Also see previous Chair presentations for reference.
☐ Chair the Gerhold/Kunesh Recipient Plenary Session at the Annual Meeting.  
☐ Run the Annual Awards Dinner. An agenda follows the by-laws at the end of this document. Together with the Awards Director, hand out awards to the winners and pose for pictures with the recipients.
☐ Work with TED-SEP Rapid Fire session chair and Treasurer to arrange payments to winners of the rapid fire competition. You will need to request checks from AIChE. Treasurer can provide the check request form and instructions.
☐ In the final weeks of November, work with the Area Chairs and Vice Chair to finalize the session numbers before entering the requests into confex in December.

December
☐ Session requests are due into confex by mid-Dec.  Work with Area Chairs to get these entered, and keep Vice Chair copied.  Commonly we have asked AICHE to roll over prior year sessions and then ask area chairs to update by adding new sessions and withdrawing sessions that no longer apply. 
☐ Send email to Area Chairs in mid-Dec to let them know when sessions have been rolled over into the web-based scheduling tool (confex). Tell them that they will be receiving e-mails with the links needed to edit and update them for their Area and that they will need to assign the proper names for Chair and Co-Chair, as the current entries are placeholders.   
☐ Work with Newsletter Editor [Tim Frank in 2016] to prepare Fall Separations Division newsletter. Ask Division leaders to review and let you know if they find anything needing correction or have ideas for changes or additions.
☐ Ask webmaster to post newsletter on the website and secretary to send to membership list.
☐ Update this checklist and send to incoming chair and webmaster for posting to website.
☐ Send transition information to incoming chair (e.g., open action items).


Rev. January 6, 2017
S.M. Husson
SEPARATIONS DIVISION

American Institute of Chemical Engineers

BY-LAWS



First Revision: November 7, 1993

Second Revision: Lead taken by Bal K. Kaul (Second Vice-Chair – 1998)
· Revisions formulated at August, 1998 Planning Meeting (Newark, N. J.)
· Revisions approved by Division Council (November, 19998)
· Membership Mailing (September, 1999)
· Amendments approved at the Separations Division General Body Meeting (Dallas, November, 1999)

Update: August 2002
· Director term changed from three years to five years, number of directors elected each year changed from three to two, total directors on council changed from nine to ten


Article I – Name and Objectives

Section 1.	The name of this organization shall be the Separations Division of the American Institute of Chemical Engineers.

Section 2.	The scope of this Division shall be the broad field of separations and include research, development and applications.

Section 3.	The objectives of the Division shall be to:
a. Provide the focal point for AIChE members with interests in separations.
b. Develop technical program for meetings.  Seek balanced coverage of a variety of currently used and novel methods of separation.
c. Exchange knowledge of technical publications, computer programs, data bases, separation research centers, networks, and programs.
d. Keep members informed of future separations meetings.
e. Coordinate exchanges with other groups, such as the ACS Separations Science and Technology Subdivision.
f. Recognize achievements of members through awards.
g. Encourage chemical engineering educators to place suitable emphasis on the field of separations and on the development of appropriate curricular material.
h. Foster research, development, and the application of chemical engineering knowledge to separations technologies.
Section 4.	The Division is under the supervision and control of the Council of the AIChE.  Divisional programming activities shall be carried out in cooperation with the Program Committee of the AIChE.  The Division does not have the authority to act for or in the name of the American Institute of Chemical Engineers or to incur any financial obligations in the name of AIChE.	

Article II – Membership
Section 1.	Members of the Division shall be members of the AIChE who have paid the annual Division dues  (Article VI, Section 1).  Each area chair and vice chair shall be members of the Division.  Nonmembers of the AIChE may join the Division for one year with the approval of the Executive Committee of the Division.  By the end of this year they must have been accepted for some grade of membership in the AIChE in order to continue as members of the Division.

Article III – Organization
Section 1.	The officers of the Division shall be a Chair, a First Vice-Chair, a Second Vice-Chair, a Secretary, and a Treasurer, all of whom shall hold membership in the Division and shall be Fellows, Members, or Associate Members of AIChE.  The term of office in each case shall be one year.  Nominations for the offices shall come from the Nominating Committee (Article V, Section 3).  The Chair of the Division shall not be eligible for reelection to a Divisional office.  The First Vice-Chair is normally the sole nominee for the office of Chair.  The Second Vice-Chair is normally the sole nominee for the office of the First Vice-Chair.  Any member may be nominated as the Second Vice-Chair.  The Secretary and Treasurer may be reelected.  The first elected Chair shall make all necessary appointments as needed for the startup of the Division.
Section 2.	The activities of the Division shall be directed by a Division Council consisting of the current officers, the most recent living Past Chair of the Division, ten persons elected as Directors from the membership of the Division, and a liaison appointed by the Council of the Institute and serving as an ex-officio with voting privileges.  More members may be added only in accordance with Section 8 of this Article.
Section 3.	There shall be an Executive Committee of Division Council, which shall consist of the Chair, First Vice-Chair, Second Vice-Chair, Secretary, Treasurer, and the most recent living Past Chair.  It shall act for Council on items of business delegated to it by Council; and when Council is not in session, the Executive Committee shall manage the affairs of the Division and take such actions as are consistent with Council’s delegations.
Section 4.	Directors on the Division Council shall be elected for a term of five years each, with two  to be elected each year.  A person who has served as a Director is eligible for election as an officer, but is not again eligible for service as a Director within a period of five years after serving as Director for five years.
Section 5.	The Chair is the chief officer of the Division and is Chair of the Division Council and Executive Committee.  The First Vice-Chair shall perform the duties of the Chair in the latter’s absence or inability to serve.  In the event of a vacancy in the office of Chair, the First Vice-Chair shall serve as the chief officer of the Division until the next annual election.  If a vacancy occurs in any of the other positions on the Division Council, the Council shall appoint a replacement from the Council if the vacancy is an officer, or from the membership if the vacancy is a Director, to fill the unexpired term.
Section 6.	The First and Second Vice-Chairs shall be responsible for the programming activities of the Division.  The chair shall be responsible for the programs which are to be presented during the year s/he holds the office.
Section 7.1	The Secretary shall
a. Keep the records of the proceedings of the Division.
b. Handle the general correspondence of the Division and shall at the direction of the Chair issue notices of all meetings.
c. Prepare ballots for the election of officers.
Section 7.2	The Treasurer shall
a. Handle and record the collection and disbursement of funds as authorized by the Council of the Division.
b. Prepare a proposed budget for the upcoming year.
c. At the end of each year submit a financial report to the Council of the Division and the Secretary of the Institute.
Section 8.	There shall be a Program Committee, headed by the First Vice-Chair, with the Second Vice-Chair next in charge, and with membership including area chairs and those selected by the First Vice-Chair of the Division with the approval of the Executive Committee.  The Program Committee of the Division shall plan the programming activities of the Division and coordinate these with the program of AIChE and of other Divisions, and also of other related groups outside AIChE.  Program coordinators will be appointed each year by the First Vice-Chair to develop programming in the various programming areas.  One or more members will be designated to represent the Division on the National Program Committee of AIChE.
Section 8.1	There shall be a Planning Committee, headed by the Second Vice-Chair, with membership of the First Vice-Chair and all the directors of the Division.  Past chairs may be invited as ex-officio members.  The Planning Committee is responsible for long-term planning and provides recommendations for growth and future state of the Division for leadership, technical programming, membership, publication, and other long-term issues of importance to the Division.
Section 9.	Such committees as may be required shall be appointed by the Chair with the approval of the Division Council.  The services of any such committees or committee members may be terminated at any time by the Chair with the approval of the Division Council.
Section 10.	Committees which are appointed to prepare for specific meetings or other events will continue to perform their functions, if satisfactorily handled, until the meetings or events designated have actually occurred.  The term of service of such committees may therefore continue after the retirement of the Division Chair who made the original appointments. 
Section 11.  There shall be an area chair and a vice chair for each programming area of the Division.  The term of area chairs is two years.  An area chair may not serve consecutive terms; nor may s/he serve as vice chair immediately following the service as chair.  Area chairs should be nominated and elected by the area committees governed by their By-Laws (if any) and approved by the Division Council.  New persons confirmed to the posts will be the area vice chair for a two-year term and will then serve a two-year term as chair.  If the area does not have a committee and wishes to seek deviation from the article they should seek approval from the Division Council explaining the unusual circumstances.  Ultimate responsibility of the areas operating in the Division rests with the Council.  If the operation of any area is perceived to run counter to the best interests of the Division, disciplinary action may be proposed by the Division Council and put to a vote of the Division.
Section 12.	New programming areas within the Division shall be created by a petition of the members of the Division followed by the approval of the Division Council.

Article IV – Meetings
Section 1.	There shall be at least one meeting of the Division called each year, held during a National or an Annual Meeting of the Institute.
Section 2.	The Secretary shall send members a notice of all meetings of the Division at least three weeks in advance of such meetings.
Section 3.	A quorum for meetings of the Division shall consist of 1% of the membership.  Except where otherwise stated in the By-Laws, all actions at a meeting of the Division will be decided by a majority of those voting.
Section 4.	The order of business for meetings of the Division shall be determined by the presiding officer (See Article IV, Section 7) and will include the reading of the minutes of previous meetings, reports of committees, and new business.
Section 5. The Division Council shall meet at least once each calendar year.  Meetings may be called by the Chair at such places and times as s/he deems advisable (including conference call meetings).  Meetings may also be called at the request of four members of the Council.  The Secretary shall notify the Council of all meetings at least three weeks in advance.
Section 5.1	The Planning Committee, headed by the Second Vice-Chair of the Division, shall meet at least once a year for developing recommendations for the long-term planning of the Division.  The Program Committee, headed by the First Vice-Chair, shall also meet at least once a year to carry out its tasks for the Division.
Section 6.	A majority of the members of the Division Council shall constitute a quorum.  Except where otherwise stated in the By-Laws, all action of the Council shall be by majority vote.  If a tie vote results, the decision shall take the course voted by the presiding officer.
Section 7.	The Chair of the Division shall preside at all meetings of the Division Council and of the Executive Committee.  In the absence of the Chair, the First Vice-Chair, the Second Vice-Chair, the Secretary, or the Treasurer, in that order, shall preside.
Section 8.	Any member of the Division Council who fails to attend three consecutive Council meetings shall be considered to have tendered his or her resignation from the Council; however, such a resignation shall be effective only upon acceptance by the Council, which shall have taken into account any extenuating circumstances.

Article V – Elections
Section 1. The Chair, First Vice-Chair, Second Vice-Chair, Secretary, Treasurer, and two Directors shall be elected annually by letter ballot sent to the members of the Division on or about October 1.  Election shall be by a majority of those voting.  Receipt and tabulation of the votes shall be by a Tellers Committee consisting of three Division members (not candidates for election nor members of the current Nominating Committee) duly appointed by the Division Chair with the approval of the Council.  Alternatively, the Division may elect to use AIChE to complete all or part of the election process, including the tabulations of ballots.  Letter ballots shall include notice of the day by which they must be received in order to be counted, and that date shall be no earlier than four weeks after the mailing of the ballots.  Ballots received after this date shall not be counted.  The count shall be certified to the Council.
Section 2.	Delinquent members shall not be eligible to vote nor to hold office (Article VI, Section 1).
Section 3.	A Nominating Committee shall be formed in April of each year, with the most recent Division Past Chair as its Chair, who shall select two additional Division members who are not currently serving in an elected capacity to serve on the committee.  This committee shall formulate a slate of candidates for presentation to the members; this slate shall include one candidate each, for the offices of Chair, First Vice-Chair, Secretary, and Treasurer, who shall normally be the past year’s First Vice-Chair, Second Vice-Chair, Secretary, and Treasurer, respectively, and two or more candidates for each of the other offices and directorships.  If the past year’s First Vice-Chair, Second Vice-Chair, Secretary, or Treasurer were appointees to fill an unexpired term, then an additional candidate may be named for the successive office(s) for which each would otherwise be the sole nominee.  If the past year’s First Vice-Chair, Second Vice-Chair, Secretary, or Treasurer cannot stand for election, then two or more candidates for the successive offices thus left vacant will be named.  Nominations may also be made for any office or directorship by petition of the membership if at least twenty Division members in good standing sign a petition and submit it to the Secretary by September 1.
Section 4.	No member shall be eligible for election to more than one office at one time.
Section 5.	The newly elected officers shall take office on January 1 of each year.

Article VI – Dues and Finances
Section 1.	Annual dues shall be determined by the Council in accordance with policies of AIChE Council.  They shall be payable in advance by January 1 to the Treasurer of the Division.  Those members who continue to be delinquent on the following January 1 shall be dropped from the rolls of the Division.
Section 2.	The dues shall be changed in amount only be affirmative vote of two-thirds of the total members of the Division Council.  This vote may be taken at a regular meeting or by mail.
Section 3.	The Division Council shall make all other regulations regarding payment of dues and shall provide for an annual audit of the Division’s financial accounts.
Section 4.	The Division Council shall review in their last meeting of the year the budget submitted for the upcoming year by the Treasurer.  This budget shall be subject to revision at the first meeting after the new officers take office.  The officers of the Division may make expenditures within the provisions of the approved budget.  On depletion of an individual account in the approved budget, additional amounts shall be spent only after specific approval by the Council.

Article VII – General Provisions
Section 1.	The decision of the Division Council shall be final on any questions concerning the interpretation of the By-Laws, subject to the jurisdiction of the Council of the Institute.
Section 2.	In all respects not specifically covered by these By-Laws, the general rule of the Institute governing the conduct of the Division shall apply with equal force as if included in these By-Laws.
Section 3.	In the deciding of procedural matters not otherwise covered in the By-Laws the most recent issue of Roberts Rules of Order shall prevail.
Section 4.	In the event of dissolution of the Division, any assets remaining thereafter should be returned to AIChE.

Article VIII – Amendments
Section 1.	All proposed amendments of these By-Laws shall be reduced to writing.  Amendments shall be proposed to the membership by the Council, by the majority vote of the members at Divisional meeting, or by petition of ten percent of the members of the Division to the Council.
Section 2. 	A proposed amendment and ballot shall be sent to all Division members by first class mail.  Ballots shall be returned to the Secretary, who shall begin tabulation no earlier than four weeks after their mailing; ballots received after this period shall not be counted.  The Secretary shall certify the results to the Division Council, which shall accept as approval of the amendment a two-thirds affirmative vote of those returning these ballots.  The amendment shall then be submitted to the Council of the Institute and shall become an effective part of the By-Laws upon its approval.
AWARDS DINNER AGENDA (7-7:30: cocktail reception, dinner begins at 7:30)

Chair: few opening remarks and then invite guests to eat salad/main course

Start awards process as guests begin to have dessert
· Ask volunteer photographer to come up to snap photos of award winners

GSRA awards:
· Awards Director reads off award winners
· For company sponsored GSRA awards, invite company representatives to come forward to hand over the GSRA award 
· Chair hands over remaining GSRA awards

Area Recognitions: If requested by area chair(s), invite them to present plaque to area honoree. Usually these are given during the respective technical sessions.

Mention area honorees who are being recognized with special honorary sessions

Acknowledgment of retirees 
	Chair to hand plaques to retirees and thank for their service
· Directors
· Area Chairs (if any are rotating off)
· Others as needed
	Awards Director hand plaque to outgoing Chair

Founders’ award
· Chair to introduce and hand off award
· Award winner invited to say a few words

FRI/John G. Kunesh Award
· FRI representative invited to podium to introduce and hand off award
· Award winner to say a few words

Clarence Gerhold Award
· UOP representative invited to podium to introduce and hand off award
· Award winner to say a few words

Chair to thank guests and remind them about any special announcements


