American Society for Engineering Education

Chemical Engineering Division

Secretary-Treasurer Duties

Financial Duties
1. Advises Chairman and Executive Board about the financial status of the Division informally on a continuing basis, and formally at the two Executive Committee meetings each year.

2. Provides input to the Financial Report Summary for the previous year, as well as help in planning the Budget Request to Headquarters for the coming year if needed.

3. Receives and verifies Banking and Accounting Services System (BASS) records from ASEE Business Manager.

4. Authorizes disbursements of Divisional Funding, with consent of Chairman of Division.

Recording/Communication Duties

1. Provides a written record of all of the Executive Committee Meetings of the Division to all members of that committee, and publishes minutes of the Division Meetings in the Divisional Newsletter. 

2. Assimilates, writes, and distributes the Divisional Newsletter twice each year (nominally in October and April). This task may be delegated to a Newsletter Chair. The Newsletter may contain such items as the following:

a. Chairman’s message

b. Agenda for forthcoming ASEE Meeting

c. Notices relative to the ASEE/AIChE Faculty Summer School

d. Notices of Awards and Honors by the Division

e. Summaries of Business Meeting Minutes

f. Matters relating to Chemical Engineering Education
g. Ballots for Officer Election

h. Ballots for Constitutional/Bylaws changes

i. Other items at the Secretary/Treasurer’s discretion

j. Divisional meeting minutes

3. Provides aid in special mailings to the membership, such as mailing labels for summer school correspondence, constitutional changes, etc.

4. Ensures that the Division website is maintained. The Chair may appoint a Webmaster to manage the website on behalf of the Division.

Calendar

July 1 

Term begins

September
Send reminders to those involved in Newsletter production (Division Chair’s letter, Awards Chair if brochure not already provided)

October
Ensure Newsletter sent

November
Provide report of current status of Division Finances at Executive Committee meeting

February
Send reminders to nomination committee (Division Chair) that a slate of candidates is needed for Spring Newsletter. 2010 only—make certain an agreement is in place for the CAChE award handling of the honorarium. Jason Keith and Tom Edgar are primary contacts with CAChE.
April
Ensure Newsletter sent and elections underway. If Secretary/Treasurer is a candidate, a member of the nomination committee should collect and verify ballots. Ballots should be collected, checked for duplicate votes, and validated against ASEE Membership roll for Division. The count is to be provided to the current Chair to inform candidates of the results prior to the June meeting.

Spring
Request disbursement of award checks to winners of Division funded awards (Lectureship, Corcoran, Fahien). Inform Lectureship winner of travel reimbursement requirements.


Request disbursements to pay invoices for award plaques (Chair-Elect for outgoing Chair and Program Chair, Awards Chair for awards).


Arrange a meeting room for Executive Committee at AIChE Annual Meeting, Monday during lunch hour. Request should be made of the Education Division 1st Vice-Chair (programming chair) no later than June1, but preferably in May.
June Meeting
Provide report of current status of Division Finances at Executive Committee meeting and Division Business Meeting. Records minutes of both meetings and collect handouts from each meeting. Finalize and distribute for review as soon as possible, make corrections, post business meeting minutes on ChED Forum. Send awards programs with acknowledgements to sponsors as appropriate. Instruct webmaster to update website for current officers, papers, and award winners.
Quarterly
Verify BASS statements against Division records.
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