 ACS Officer Guidebook (Updated May 2018 for 18-19 year):
Continually added to -- tons of “unnecessary” information about past contacts, etc.

[bookmark: _n8xlq74lavui]General information:
· Mailing Address: PO Box 8453; Austin, TX 78713
· We have two keys for this mailbox.
· Located in the Post Office by the west mall. 
· Email: texas.american.chemical.society@gmail.com
· Password: TexasACS1819
· Everything you need is in the Google Drive of this account. 
· KEEP IT CLEAN/ORGANIZED. 
· More details under Secretary category.
· Website: http://texasacs.weebly.com/
· More details under Webmaster category. 
· Facebook and Twitter:
· https://www.facebook.com/groups/texas.acs/
· https://www.facebook.com/utexas.acs/
· https://twitter.com/acsUTexas
· More details under Webmaster category. 
· Conference:
· Must watch entirety of video directly below in intended chronological fashion with the volume turned all the way up. Penalty for not doing so is banishment from all conference opportunities. Absolutely mandatory, binding, and everlasting.
· https://www.youtube.com/watch?v=1D70F4FDhKY

[bookmark: _oasm16epcap5]President Information:
· Book a room for meetings (general, officer, and committee) over the summer for the following year (might not open until mid-August). Set dates for all of the meetings for the fall to present to officers at the first officer meeting.
· Check past meeting plans in Officer Information (semester “plans”). 
· Attend “Lunch With the Dean” monthly.
· Information will be emailed to the organization. 
· Elizabeth Morgan (CNS Student Life head) runs these.
· Plan officer meetings and keep everyone in contact. 
· Manage everything to make sure the organization is going smoothly. (lol, broad)
· Taking minutes at officer meetings:
· In the Drive > Officers, we have a folder for minutes for officer meetings. Keep these updated so future officers can look back and all officers have the information discussed written down for reference. 
· Elise copied old officer meeting minutes and updated them each time. Since most things don’t change or need to be reiterated, it’s easy to start with the last set of minutes and adjust as necessary. 
· Optionally, send these out to the officers after each meeting so that they are reminded to review the minutes if they choose not to take notes of their responsibilities. 
· Elise highlighted names in the meeting minutes so people could scroll through and find things that THEY needed to remember to take care of. 

[bookmark: _amk1nrpyj73n]Vice President Information:
· Finding speakers:
· List of past contacts for speakers is in Meetings folder of Drive. 
· Contacting speakers:
· Tips: Send out a ton of emails to potential speakers at the beginning of each semester, and send them early! It’ll take several tries to fill in all of the meeting slots.
· For industry speakers, you can start with a simple Google search. Start-ups in Austin are usually eager to talk about their companies, especially if one of the founders graduated from UT (look under bios or company histories on their websites)
· Some professors are excited to talk to ACS. You may have to visit others in person to do a little more convincing. You can try to set up a meeting time via e-mail, or drop in, but remember: we are doing this at THEIR convenience. Bugging them to death will only ensure that they won’t come and talk.
· You may need an “in” to get some speakers (e.g. government). Don’t hesitate to ask other officers or club members if they have suggestions or special requests for speakers. They may be able to put you in contact with some great ones!
· We’ve send out polls to members in the past before each semester begins to ask for speaker recs. Sometimes members have contacts!
· Try not to ask the same professors who spoke last semester/year.
· Normally, the first speaker of the year is a grad student, as the first meeting only allows for ~30 min talk.
· Invitation Email Template:

Hello,
I hope this message finds you well. My name is ____, and I am the Vice President of the American Chemical Society Student Affiliates at the University of Texas at Austin. I was recently reading about [the company/research/organization], and am very interested in your team's work with [specific aspect of company/research/organization].
Our organization invites professionals in various chemistry fields to speak at our student meetings on the UT campus. I would be honored if you could recommend a member of your team who would be willing to come speak to us about [the company/research/organization], and some of the incredible work that is being done there. 
We have various dates to choose from, all on Wednesday afternoons from 5-6pm, as follows: [list of dates].
We have many students eager to explore new field of chemistry and learn of potential career fields they might not have considered before. I look forward to hearing from you, and hope that a member of your team will be able to lend their expertise in speaking with the students of UT Austin. Please let me know if you have any questions.

Best regards,
[your name]
Vice President
American Chemical Society Student Affiliates
The University of Texas at Austin

· Email reminder template:
Hi ___,

	I am reminding you of your talk with ACS on [Date of talk]. We’re really excited to have you! The meeting will be held from 5-6p, in [Room of Meeting]. (If the person is from off campus, send them a map with the easiest way to get to the room, also where the closest parking garages are)
	If you have any questions, feel free to email me or call/text [your phone number].
	
	Thank you so much!
	[your name]
Vice President
American Chemical Society Student Affiliates
The University of Texas at Austin
· Be sure to send a thank-you e-mail after the speaker presents at a meeting.
· Also, don’t feel discouraged if someone says no or doesn’t answer! There are so many people out there that are receptive to coming to ACS, and would love to be there! 
· Introducing speakers:
· You can ask the speaker if they would like you to mention anything specific in their intro. Most have one built into their presentation, so usually all you need to do is get everyone’s attention, and welcome the speaker by name with applause.
· Helping with Administrative Duties
· Help the president with faculty emails
· Help with faculty meet-ups

[bookmark: _c0srh7942b82]Secretary Information:
· Set the Gmail account to forward all emails to your personal email so you don’t have to check it consistently or add the email account onto your phone (it becomes a pain!).
· Forward relevant emails to the president or other officers.
· Log-in to the ACS email and go to Settings (under the little cog wheel in the top right). You can add your email under Forwarding.
· Sending out a mass email via the listserv:
· Use the Gmail account to draft an email. 
Try to highlight, underline, change colors, etc. the important details and names of events. See past emails for examples.
Send the email to ut_acs@utlists.utexas.edu 
Since the president will make the presentation slides before the meeting, it’s a good idea to draft the recap email based on the slides before the meeting. Then, after the meeting, officers can go through the email and edit. 
· Accessing the listserv:
· utlists.utexas.edu/sympa
Username: acs.utexas@gmail.com
Password: Chemistr2.122
· To add new members to the listerv:
Under “Your Lists” after logging in, click on ut_acs.
· Click Admin > Manage Subscribers. 
You can add emails as a group by clicking Multiple Add. I highly suggest this since you can include the names of the people as well. 
· When people sign up on Hornslink, add their emails to the listerv too. You can see their emails through the roster. 
· Making powerpoints for meetings: The president make this as he/she will be presenting, but can help out
· All powerpoints should be made under the Meetings folder in the Drive. 
· Make a TinyUrl for the first slide with the Google Form for signing in. 
· Copy past presentations to make it easier.
· Taking “attendance” at meetings/events:
· Create a sign-in Google Form in the same folder as the powerpoint for the meeting.
· Simply copy old forms and reuse from previous dates. 
MAKE SURE YOU CHANGE THE DATE! 
· At various events, make sure someone is there to write down who attended if you are not going to be present the entire time (when they came and left).
Difficult when it comes to tabling, but take advantage of the binder and emphasize the importance of signing in! 
· Updating the point sheet:
· As events happen, edit the point sheet per the “rules” discussed and determined for the year. In the past, we’ve done 3 points per meeting and one point per hour for everything else. 
· As people pay, update this on the point sheet. 
We have been awful about tracking “paid members” in the past, so please try your hardest to keep this exactly correct on the master point sheet. 
	Try to only have one paid member sign in sheet. If you’re like me and lose paper 
easily just take pictures of the sheet and leave it in the binder. Wasn’t that awful 
This semester, I only messed up like twice
· The points received the previous Spring semester after the conference trip all roll over to the next year -- make sure you copy those points over for the members who renew their membership!
· Create sign up sheets
· There’s a template under volunteering events tab and use past sign up sheets as guide
· Also try to take screenshots of google sign in sheets 24 hours in advance cuz some members are sneaky
· For ushering, I recommend secretary be solely responsible since it got really confusing trying to coordinate emails with the Treasurer. But really up to you
· Use google form for this

[bookmark: _e4tjpamou4so]Treasurer Information:
· Notebook Sales: (THIS INFO IS UP-OF-DATE AS of SEPT. 9th, 2017)
· Ordering Laboratory Notebooks from Hayden McNeil:
Call the following number: (888) 462 – 6651
PO #: merickson82318
pso-089107
Punch in the number associated with laboratory notebook sales.
When asked for a customer ID, it is Austin: American Chemical Society. You can say that you are part of the ACS group at UT Austin if they need clarification.
· Our address if they need to verify is UT Austin Dept of Chem/ Welch Hall 2.212 / 105 E 24th St/ Austin Texas 78712
We order the following notebooks. You can just say the name;  “2 boxes of Top bound 50 page” for example.
· Perfect Bound 50  (top bound 50 pages)
· HM-PB50
· 978-1-930-882-50-8
· Perfect Bound 100 
· HM-PB100
· 978-1-930-882-00-3
· Spiral Bound 100
· HM-SB100 
· 978-1-930-882-74-4
It’s much easier to order by the box. The amount of notebooks in each box are as follows:
· Top Bound 50 – 32 per box
· Top Bound 100 – 18 per box
· Spiral Bound 100 – 20 per box
Cost per notebook should be as follows: (up-to-date as of 01/09/2018)
· Top Bound 50 – $7.95 ($7.55 by box) net -> $241.60 per box
· Top Bound 100 – $10.95 ($10.40 by box) net  -> $187.20 per box
· Spiral Bound $10.95 ($10.40 by box) net -> $208.00 per box
You can either order for the entire school year (Fall, Spring, Summer) or order for the semester. I used to order by the school year. All of the previous treasurers ordered by year. We have 6 months to pay off the invoice. I pay after spring sales and before buying things for conference.
· IF YOU NEED NOTEBOOKS ASAP
Sometimes you can find these notebooks on Amazon Prime. Obviously it’s more expensive, but you’ll get them in two days. HM usually takes a week and a half.
· Ordering Model Kits from HGS Maruzen
Go to http://www.maruzen.info/hgs/catalog/
Log onto the account:
· Username: daniel.phan@utexas.edu
· Password: argh12456042
You can create an official ACS email later. When you do so, email them asking to consolidate all other accounts associated with the University of Texas at Austin.
That is something I forgot to do. You should also see if you can get past _GB Organic Chemistry Set. Each set costs $16.00 and we have to pay first.
It’s harder to predict how many we really need per year. Last year, we sold around 60. The year before that, we sold 110+. I recommend that you order at least 70.
· Amazon account: (UPDATED: ‘16-’17)
· Name: ACS - Student Affiliates 
· Email: texas.american.chemical.society@gmail.com
· Password: K76Tg422opfr8qW
· Accessing the bank account: (UP-TO-DATE as of: January 2018)
NO ONE SHOULD BE ACCESSING THIS ASIDE FROM THE TREASURER AND PRESIDENT!
· Online info: University Federal Credit Union
· Account Number: 900402085
· Account: ACSTexas  
· Online Password: chemistr2122 , Ly670pf5
· Card Info: ASK THE TREASURER
· Access: Only Treasurer (‘18-’19 = Martin Primanis-Erickson ) & President (‘18-’19 = Sofia Shubert)
· PO Box: #8453 located at the USPS office on campus south of the Union in the small walkway across from the Architecture building.We have used this PO box since around 2015 or 2016 as it’s convenient as our point of address for our organization and receiving checks from UT Athletics (which usually take one to two months to arrive from date of ushering). We pay for the PO box yearly at the post office.
· Pizza Ordering: (UPDATED: May 2017)
· Order Pizza through the Chemistry Department (Currently: Victoria Carter - victoriacarter@utexas.edu)
· If you are a new, incoming Treasurer send her an email introducing yourself
· At least the Monday before each meeting (on Wednesdays) send an email with the number of total pizzas and flavors
· Here is a sample email:
		Hello (Victoria),

It’s (Full name) again with the American Chemical Society - Student Affiliates. I’d like to put in an order for pizza for our upcoming meeting on Wednesday, (Month, Day), in (Building abbrv. & Room #) at 5:00 PM. We would like to order (#) pizzas ((#) pepperoni, (#) cheese) and have them delivered to (Building) around 4:30 PM where we will pick them up. Thank you!

(Full Name)
(email address)
(Phone #)
· Ushering with UT Athletics: (UPDATED: May 2017)
	*FOR FALL FOOTBALL USHERING*
· Contact info: Rachel McGruder, Assistant Events Manager, Frank Erwin Center
512-471-4718
	rachel.mcgruder@athletics.utexas.edu
· If the contact no longer works with UT Athletics or no longer works as this position check their website for the current Assistant Events Manager or email/call UT Athletics asking them who their events manager is and who is in charge of coordinating with ushers for events in UT’s athletic facilities.
· Let them know that you are the Treasurer for UT’s American Chemical Society - Student Affiliates and that you will be our organizations contact to organize for ushering opportunities for this next school year. 
· You will need our bank information and our organization EIN (employee identification number found further down on the document and listed below) to fill out our organization’s ushering documents that UT Athletics will email you at the beginning of the semester AFTER you contact them. Be sure to fill them out correctly and completely, then return them promptly.
· EIN (Employee Identification Number): 11-3701281
· Fall Football Ushering is our largest source of funds for conference and the organization outside of notebook sales. It’s important that you coordinate promptly and professionally with UT Athletics as looking unreliable/showing up  late/ or not responding to their emails may keep us from getting ushering opportunities in the future.
· Final Note:	IMPORTANT, PLEASE READ
· The position of treasurer is very important to the organization as failure to complete all of its duties can result in the organization having a lack of funds and not being able to send as many people to conference as we had hoped.
· Also please keep up with financial records and keeping your own checkbook so that every deposit or withdrawal has relevant info with it as to what is is/was for, when, who, and why. It will help you immensely to do this as you go throughout the school year as the Treasurer will be in charge of completing the financial portion of our annual Chapter Report sent to the national organization. (More on this financial portion of the annual report in the “Chapter Report” folder of the Google Drive)
· It will also be easier for you to update the Treasurer portion of this officer guidebook throughout the year as things like contacts and methods of ordering items may change. This like not falling behind with the financial records will help immensely at the end of the school year as you will not have to spend time recalling the changes that will be made for the new officer guidebook.
· Best of luck! - David Diaz (‘16-’17 & ‘17-’18 Treasurer)

[bookmark: _nj16a95z293m]Webmaster Information:
· Texasacs.weebly.com
· Log-in information:
· www.weebly.com 
· Texas.american.chemical.society@gmail.com
· PW: TexasACS1819
· Please keep the website tidy and up-to-date with each speaker for the semester, committee dates, and other upcoming events
· Make sure to update both the Home page with corrected dates and times for the General and Committee Meetings, as well as the About page
· Add students who ask to join the HornsLink ACS Organization
· MUST be an Authorized Representative to do this
· Add anyone who asks to join the org
· Facebook + Twitter pages:
· Twitter handle: @ACSutexas
Login with email. Password: Chemistr2.122
Tweet as reminders the day before and/or the day of. 
· Elise retweeted on her personal account when we were selling donuts or notebooks to advertise to her UT friends. ~
· All officers with Twitter should be retweeting us so it gets around to UT students who are potential customers! 
· Use Facebook for reminders, polls, photo sharing, etc. 
· Make sure to become an Administrator for the Facebook page (ask the previous year’s Webmaster to give you admin power)
· Update UT Events Calendar
· Go to http://calendar.utexas.edu/event/create 
· Add every date, time, and location for the semester’s General Meetings and add the general template:
Come join The UT Student Affiliates American Chemical Society Chapter for their biweekly general meeting!

Every meeting, we will host a speaker who will either be discussing industry or their research in chemistry. 

Come join in on the fun! 

And like every meeting, THERE WILL BE FREE FOOD!
· Add every date, time, and location for the semester’s Committee Meetings and add the general template:
Come and join ACS's Committee Meetings! Here, we'll discuss the Social, Fundraising, and Service committees, and come up with events to participate in in the coming weeks.
· Update HornsLink
· Become an Authorized Representative so that you can update HornsLink
· Go to https://utexas.campuslabs.com/engage/submitter/organization/acs/eventsubmission/create  
· Add every date, time, and location for the semester’s General Meetings and add the general template:
Come join The UT Student Affiliates American Chemical Society Chapter for their biweekly general meeting!

Every meeting, we will host a speaker who will either be discussing industry or their research in chemistry. 

Come join in on the fun! 

And like every meeting, THERE WILL BE FREE FOOD!

Check out our website:
Texasacs.weebly.com

Like our Facebook Page:
www.facebook.com/utexas.acs

Or Follow us on twitter:
@ACSutexas
· Add every date, time, and location for the semester’s Committee Meetings and add the general template:
Come and join ACS's Committee Meetings! Here, we'll discuss the Social, Fundraising, and Service committees, and come up with events to participate in in the coming weeks.

Check out our website:
Texasacs.weebly.com
Like our Facebook Page:
www.facebook.com/utexas.acs
Or Follow us on twitter:
@ACSutexas

[bookmark: _3gb6wuror7w9]Social Chair Information:
· Plan socials each semester! 
· A minimum of one social event should be planned per month
· Attendance of committee meetings is required unless excused by other committee chairs
· You are encouraged to collaborate with other committee chairs and officers to plan events
· See the Committees folder for the End-Of-The-Year Review discussion notes. 
· At the last meeting of each semester (or year?), conduct another discussion to take notes about what worked/didn’t work, to reflect in general, etc. 
· In order to keep tradition alive, the last social should be a banquet planned by the social committee
· Past events that have been hosted are in the Drive under Committees. 

[bookmark: _f0ii2yqucky1]Fundraising Chair Information:
· Plan fundraisers each semester! 
· Notebook sales are our biggest influx of cash, so work with the treasurer as needed.
· Try to aim for one fundraiser a month -- even if only a small event like a profit share.  
· Profit share experiences
· Moojo’s http://moojo.net/#franchising 
· Cream Whiskers http://www.creamwhiskers.com/contact/ 
(512) 394-7657
· Past events that have been hosted are in the Drive under Committees. 
· Advertise your event! < Or it may fail :( >
· For ushering, there’s this really cool dude named Adrian that likes ACS people. His number is (512)-431-3054

[bookmark: _b87fcumjarxw]Outreach Chair Information:
· Plan at least one outreach event every month
· Some events require planning/scheduling far in advance, so start thinking of events you want to do during the summer, and write out key dates for when you need to start emailing people, sending out sign up sheets to members, etc.
· Outreach Logistics
· Google form signups
· Name, email, phone #, driver counts if off campus event
· Old google forms are in volunteering folder
· A few days/week prior to event, email everyone who signed up event details: times, carpool meetup, dress code, anything else pertinent to event
· On the day before/day of the event, send a GroupMe reminder to everyone about meeting times
· At the event, keep track of who shows up and who doesn’t, send names and respective point allocations to secretary ASAP
· On campus events: 1 point/hour
· Off campus events: 2 points/hour, drivers get extra points according to the distance from campus (use your best judgement)
· After the event, remember to update the ACS google calendar with the event information: # of volunteers, brief description of activity
· University-wide events
· Communicate with the President (Martin) about registering for these events. ACS receives emails from CNS Events regarding event details. Registration can be a couple months in advance of the event.
· The President is usually busy, so it will mostly be your responsibility as Outreach Chair to register for these events, and communicate with the CNS Events Office
· We’re generally required to be present at one of these events per semester  to be in good standing with the college. These are listed below, along with the activities we have done in the past for these events:
· Fall events:
· Gone to CNS (October)
· Typically liquid nitrogen ice cream (alternative demonstration, freeze flowers/etc in LN2)
· Informational tabling, T-shirt giveaway
· This is how we recruit a ton of new members (particularly freshmen)
· CNS Family Day (October)
· Tabling, providing information on ACS org
· Periodic Table game (on iPad), T-Shirt giveaway?
· Longhorn Halloween (October)
· Partner with H2 from H2O
· Make slime for kids to play with
· Spring events
· Girl Day (February)
· Partner with H2 from H2O
· Explore UT (March)
· Liquid nitrogen ice cream
· Partner with Dean’s Scholars
· ACS deals with all the LN2 stuff
· Deans Scholars brings ingredients (milk, sugar, etc)
· Both contribute to toppings
· Liquid Nitrogen
· Contact Eric Wigdahl at least one month in advance of the event to request dewars of LN2 eric.wigdahl@utexas.edu 
· He’s supplied ACS for a while now, and he’s really nice! But he also supplies other organizations/presenters who need LN2, so he may run out of dewars to loan you if you don’t contact him early enough to call dibs
· Plan for 1 dewar/hour, plus 1 extra (x+1, so for a 3 hour event, request 4 dewars). It’s safer to request more than you think you need. LN2 ice cream is always a popular event, and we always run out of LN2 early at these events
· It’s best to collect the dewars on the day of the event to minimize evaporation, but this isn’t possible if the event is on a weekend (Eric is usually not available on weekends). If this is the case, collect the dewars as late as possible on Friday, and find a place to store them until the event.
· For previous LN2 events, we stored the dewars in a lab one of the officers worked in. If available, it would be ideal to store the dewars in a cold room.
· SAFETY
· Everyone directly handling the LN2 (holding/pouring the dewars, mixing the ice cream) must be LN2 certified. Ice cream servers don’t have to be certified, but they are not allowed to handle the LN2.
· Equipment in ACS locker: stainless steel mixing bowls (2), cryogen safety gloves (2), mixing spoon (1?), safety glasses (2)
· Other safety equipment you will need to obtain elsewhere: lab coats, all volunteers (whether handling LN2 or not) must wear long pants and closed toe shoes
· Environmental Health and Safety has gotten more strict about safety. When you’re registering for a University event and are planning an LN2 demonstration, you need EHS approval. This is how I answered the hazard form:
· Chemical Hazard : yes
· Physical/fire/electrical: no
· Potential injury: yes
· Description: Demonstrators (American Chemical Society student members) will make ice cream using liquid nitrogen. Milk, sugar, and vanilla extract will be stirred in a large bowl while liquid nitrogen is poured into the bowl, freezing the mixture into ice cream. Demonstrators handling the liquid nitrogen will be cryogen-safety certified. Audience members will not participate in making the ice cream, but will be able to observe the process. Demonstrators will serve audience members with samples of ice cream.
· Safety Precautions: Eye protection, Lab coat(s), Gloves
· How to mitigate severe injury: A clearly marked "no crossing" line will be drawn around the table where liquid nitrogen is being handled to minimize audience exposure to potential hazards. All demonstrators handling the liquid nitrogen/making the ice cream will wear appropriate personal protection equipment, including cryogenic gloves, to prevent any direct contact with liquid nitrogen.
· Other past events:
· Chemistry Freshman Orientation/Gone to Natural Sciences (late August)
· Kate Biberdorf asked ACS officers to sit on a panel for incoming Chemistry freshmen, talking about personal experiences as freshmen, advice, class planning, Q/A, etc.
· Reach out to Dr. Biberdorf and/or CNS student life if officers are interested in doing this again (there was a LOT of free food), or they may contact ACS prior to the beginning of the Fall semester
· kate.biberdorf@cm.utexas.edu
· Micah 6 Food Pantry
· Sign up under “Group Volunteers” here: https://signup.com/client/invitation2/secure/1324908/false#/invitation
· Thursdays 3-5 pm (stocking pantry), 5-8 pm (assisting shoppers); Saturdays 8-10 am (stocking pantry) 9-12 (assisting shoppers)
· UT Microfarm
· microfarm@utenvironment.org
· Sundays 10:30-12:30
· Usually not too busy, email about availability a week from your planned event
· Hot Science Cool Talks (“Cool Activities”)
· science -themed talk every month
· Plan demo that goes along with theme of talk (interactive tabling event)
· Upcoming talks: http://www.esi.utexas.edu/outreach/hot-science-cool-talks/
· Set up 5 pm, activities begin 5:30, ends 6:40 pm
· Email Didey Montoya about your demo idea: didey@austin.utexas.edu 
· She can also give you the semester’s talk schedule
· Science Fair Judging at Barton Creek Elementary (January)
· Judge cute grade school science projects at local elementary school!!!
· Advertise that there’s a TON of free (and delicious) food provided for volunteers
· Coordinating volunteers for this event is a little tricky because it’s during the 1st/2nd week of the spring semester, maybe advertise it in the fall before winter break
· Last year Li Feng and Sabitha Rajan were the coordinators for the science fair (fengbetty99@gmail.com, selvamandsabitha@gmail.com)  however it might be traded off to a different PTA mom for next year.
· Be sure to introduce yourself as the new Outreach chair for UT ACS, they should be familiar with ACS because we’ve volunteered for them for at least a couple years now
· The school is about a 30 min drive away, and the judging is usually scheduled around rush hour, so make sure you organize the carpool so you get there on time!
· H2 from H2O
· Program coordinator: Joey Gurentz (grad student in Rose lab) h2fromh2o@cm.utexas.edu 
· If you feel comfortable with using Joey’s personal email, here it is: gurrentz@utexas.edu
· Need to arrange “training” sessions with Joey for members who have never volunteered before (only for high school instructional labs, not for other events like Girl Day, Longhorn Halloween, etc) to teach them how to use the water splitting kits
· Go out to local high schools, lead lab class teaching students the basic chemistry behind water splitting
· Joey has offered first dibs on volunteer spots to ACS members in the past
· Inside Books Project
· This is a really great program! But it’s very popular and gets booked up fast, so contact them at the beginning of the semester if you want to set up an outreach event (email: insidebooksproject@gmail.com)
· Information about program: https://insidebooksproject.org
· Sundays 5-9 pm, Thursdays 7-11 pm
· Volunteers aren’t required to stay the full 4 hours, but 3 hour minimum
· You can even set up a book drive for the entire ACS org (collect book donations at general meeting, drop off donations when you’re at the event)
· The Thinkery
· I’ve personally never volunteered here before, but if you like being around kids, this is the event for you. Here are some of Kelly’s (Outreach Chair 2017-18) notes:
Dana Mahoney:dmahoney@thinkeryaustin.org
· She is the volunteering coordinator at the Thinkery interactive museum. Please email her with the changes in officers (outreach chair specifically) and your desire for continued involvement (if you wish to pursue). We were not able to do any Thinkery events due to low survey response numbers. 
· I met with Dana at the end of the fall semester. I recommend doing this; it’s nice for her to have a face to the name, and the Thinkery is really cool. 
· That being said, it seemed like it may be difficult to coordinate a group to go. The event types were:
· Stocking/materials prep as a group
· Staffing activity tables for one of their events
· Go through an elaborate process to propose an activity to lead during one of their events
· How to make slime
· Follow the proportions here: https://www.acs.org/content/acs/en/education/whatischemistry/adventures-in-chemistry/experiments/slime.html.
· The night before the event dissolve the appropriate amount of borax (will have to heat on the stove to get it to fully dissolve) in the appropriate amount of water
· For hot science cool talks we had one gallon of water/borax
· Double this amount for longhorn halloween
· Have 1 bowl with glue/water mix. Add food coloring to this
· Have a separate bowl with water/borax mix
· Have tiny cups lined up filled with the water/borax mix
· Add the glue/water mix as the kids are watching
· Have them use a popsicle stick to stir and the slime will form
· Use a syringe to transfer the correct amounts of water/borax and glue/water (I stole some from my lab but you could buy some on Amazon, or likely befriend one of the stockroom workers and see if they’ll give you some)
· Glitter is optional but makes a huge mess and doesn’t add a lot of value for the kids. Same thing goes for letting them pick their own food coloring.
· Slime makes a huge mess so always use the plastic table cover over our blue banner
· The kids love slime but it’s a bit of a pain. Try and recruit as many people as possible. Don’t do it with less than 4 (preferably 5) people. Try and request two tables for whatever event you’re doing slime for so there’s actually space to spread out.
· Remember to explain the science! https://www.acs.org/content/dam/acsorg/education/resources/highschool/chemmatters/articlesbytopic/solidsliquidsgases/chemmatters-dec2004-slime.pdf 

Any questions/concerns, feel free to contact me (Kyra, Outreach 2018-19, kyraclarke@mac.com). 
[bookmark: _ldgjah8v4pgc]NSC Org Rep Information:
· The President at the beginning of each semester should receive an email from NSC asking if they want to partake for the year, and there will be a Google form to complete. The current NSC Representative will get in contact with you and set meeting times and dates. 
· Meetings are typically every other week and discuss the current legislation that was passed or brought up at the previous Student Government meeting that happen every Tuesday at 7pm in SAC 2.302 -- Legislative Assembly Room 
· If they are trying to get a piece of legislation passed they will ask for input but in the past year nothing has been revised on their original proposal. 
· Also, all the other orgs that participate are typically Pre- Professional orgs or have a specific demographic they are trying to serve. 

[bookmark: _xgd14hrvhsqz]Things that need to be done to keep us in good standing:
· Register with Dean of Students (Hornslink!) at the end of the year for the following year. 
· Costs about $20.
· As a Registered Student Organization (RSO), we are eligible to get funding from College of Nat. Sci. through the Student Life Office
· Must attend all Lunches with the Dean/semester to qualify for those funds
· 1 Friday/month at 12PM in WCH 1.108 (in the past, might change?)
· Perks of attending:
· Free food
· Any officer may attend, but President usually goes.
· Get to know useful info that can benefit us, usually $$-wise
· Elizabeth Morgan is the lady in charge of Student Life in CNS, and she is always looking out for all of the student org’s best interest—very helpful lady and so is her staff (student workers)
· Must attend 1 major University-wide event/semester
· Fall: Gone to Natural Sciences, Longhorn Halloween
· Spring: Explore UT
· If you ever forget, Elizabeth Morgan always plans Money Talks for Treasurers and any officer who wants to go (may be beneficial for Fundraising Chair(s) to attend as well) so that everyone knows what is necessary to become eligible for funds
· Each year, we must complete a Chapter Report that the American Chemical Society has Student Affiliate Chapters fill out to see how active/inactive we are
· Keep track of all of your event dates, # of people attended, activities done, etc.
· Useful to use Google calendar to keep up with events planned -- we started doing this in Fall 2016.
· For fundraising events (esp. Notebook Sales), you need to report the amount of money we earned at each event
· Keep a good spreadsheet of this info!
· Take inventory frequently throughout the year!
· This report is due at the end of the academic year (end of May) and needs Dr. Webb’s approval, so be sure that you take care of it before summer/finals come around
· DO NOT FORGET TO DO THIS AND SUBMIT IT ON TIME!
· Maybe set a date where all officers go through their calendars together and fill out as a group.
· It asks for a few numbers that you may not know of—this is where the contact list below comes in handy.

[bookmark: _8b80sms1ofqk]Miscellaneous information:
· Old ACS Gmail Account: (we don’t use this anymore since we made the new one, but it has the original version of all Drive documents and past email history if needed) 
Username: acs.utexas@gmail.com
Password: chemistr2.122
· Square Account: 
Username: texas.american.chemical.society@gmail.com
Password: Chemistry!	← (it’s case sensitive)
PIN to change/authorize/refund things: 2270 (ACS0)
· Debit card PIN: 2270 (ACS0)
· Employee Identification Number (EIN): for ushering: 11-3701281
· UT Undergrad ACS UserID: for chapter report uses:
username: texasACS
Password: longhornchemistry12
· ACS iCloud (for iPad related things):
acs.utexas@gmail.com
1Chemistry!

[bookmark: _399izfxqs7as]Helpful people:
· Dr. Lauren Webb: UT ACS Faculty Advisor (in the past, not for 2015-2016 year)
· lwebb@cm.utexas.edu
· She’s been able to have a very hands-off role in ACS, as is helpful for her, but at the same time, she does not mind being there for us
· If there are ever any issues, she will be happy to help solve them
· Usual fare: stop by and introduce yourselves as a group of officers at the beginning of the year, maybe even schedule Officer Photo at the same time
· Office: FNT
· Elizabeth Morgan: Student Life Coordinator (CNS Student Life Office)
· elizabethmorgan@austin.utexas.edu / cnsstudentlife@austin.utexas.edu
· In charge of student organizations in CNS and organizes college-wide events with NSC
· NSC Faculty Advisor, so she knows about the well-being of students and student orgs
· Incredibly helpful and nice to work with
· Great alternatives and opportunities that are geared toward our org
· She knows what we do well
· Office: PAI 5.35
· Useful link: https://www.cns.utexas.edu/student-communities/student-organizations
· Carolyn Lum: Chemistry Undergraduate Advisor
· carolynlum@austin.utexas.edu
· Distributes emails to the Chemistry Undergrads Listserv
· Draft an email and send it to her and ask if she can disseminate it. 
· Office is in Undergraduate Advising Office (Main Hall of Welch)
· Victoria Carter: Chairman’s Office Student Assistant, Chemistry Department
· victoriacarter@utexas.edu , WEL 2.310
· Order Pizza thru Victoria Carter (previously Jessica Carter)
· Refer to Treasurer section for sample email, etc.
· Jessica Myer: Current: 	Seminar and Travel Coordinator; Former: Chemistry Chairman’s Office Administrative Associate
· jmyer@cm.utexas.edu , WEL 2.310
· Important contact for working within the department, purchasing chemicals from stockroom, etc.
· If you have questions about anything related to Chemistry Dept., she is the lady to talk to
· She resides in the front space of the Chairman’s Office—in the side hallway from the main hall (across from the fancy ACS cabinet)
· Jordan Johnson: Academic Affairs Coordinator
· jordanrushjohnson@austin.utexas.edu // natasha.mansoor@austin.utexas.edu 
· Natasha has now taken on Jordan’s former job, and Jordan is the head coordinator. They are both still in the Undergraduate Student Services office. 
· Jordan, Jessica, and Carolyn are usually our go-to people to ask general questions to regarding the department and they point us in the right direction of who we would want to talk to
· Other People:
· Steve Moore: Welch Building Manager
· smoore@cm.utexas.edu
· Office: WEL 5.428
· Younger Chemists Committee:  YCC of Central Texas
· YCC is typically who we co-host ACS Webinars with
· These webinars come in boxes if you request them with instructions and door prizes (i.e. beaker mugs).
· Previous Coordinator: Cotton Starr (cmnstarr@gmail.com)
· Even older coordinators/names you might hear at some point when talking to anyone about YCC: Stephanie Taylor, Katherine Cross
· Shannon Stauffer: President of Council of Graduate Chemists
· Shannon K Stauffer <stauffers@utexas.edu> <cgchemists@cm.utexas.edu> 
· Graduate student version of ACS—they want to be involved with us as best as possible, they might even be the replacement of Younger Chemists Committee since Cotton Starr has left ?
· Office: WEL 3.—hallway under pchem labs
· Dr. Kate Biberdorf: UT Chemistry lecturer and volunteer activity coordinator. 
· kate.biberdorf@cm.utexas.edu
· Margo Lee: President of Association of Women in Sciences
· AwisAustin.President@yahoo.com
3201 Bee Cave Road
P.O. Box 162231
Austin, Texas 78746
(703) 200-3630 (M)
· Jessica never got a chance to speak with her, but if you guys find more women who want to be involved in their activities, please reach out to her!
· Ingrid Weigand: In charge of Austin Energy Regional Science Fair—please make this a usual thing that ACS does!—it is so good for the students who participate in it
· Ingrid Weigand <ingrid.weigand@austinscience.org>
· Dodie Wells: Organizes events for Central Texas ACS Section such as Chemists Celebrate Earth Day (Spring) and Chemistry Week (Fall) 
· dodiewells4@hotmail.com
· You might be interested in organizing some events with her, or borrowing some of her demo ideas
· When volunteering with her/Central Texas Section of ACS
· http://centraltexasacs.sites.acs.org/
· Central Texas Local Chapter ACS Website
· Very poorly updated website
· Dana Mahoney: 
· Volunteer Manager at the Thinkery
· Great contact. Sends out emails about events throughout the year. The events fill up fast, so try to coordinate quickly. 
· dmahoney@thinkeryaustin.org

[bookmark: _arvo2getp6eu]Suggestions/Ideas over the years:
· In order to keep “active” membership status, must attend X amount of meetings /semester, pay membership dues, and attend 1 social/fundraising/outreach event (or 1 of all 3)
· This can also help gauge their active-status for when determining graduation cords, etc. or even banquet/end of the year social
· Find out when CH 301(H) is taught to see if it does not conflict with our meeting times! 
· Usually we lose a lot of freshmen because they have a discussion section or even the class at 5-6 PM on Wednesdays.
· If possible, email professors to see if they can keep that time slot open.
· Take into account everything that everyone said in their officer application.
· And speeches!
· Mandatory for Officers to attend 1 outreach, 1 fundraising, and 1 social event per semester!
· This really puts into perspective what the organization is really about.
· Without this experience, it’s hard to tell your members what they should expect or even convince them to attend.
· It also makes everything a lot less work for fewer officers. SPREAD OUT! DIVIDE & CONQUER!
· We always get invited to attend Student Org Fairs at the beginning of the semesters (Fall and Spring) that happen either on the Gregory Plaza or SAC ballroom.
· Take advantage of the organization fairs during summer orientations if possible, too! DOS should reach out. 
· Get donations from food places—apparently Pluckers donates like 100 wings for free?
· donations@pluckers.net
· Try to get joint-meetings or events going with other organizations—this also increases the chances that we can get funding from Student Life office.
· Reach out to FRI coordinators - advertise! (Especially with notebooks, but also for members!)
· I say we should email every FRI stream RE at the beginning of the summer and let them know about our organization and the notebooks that we sell.
· We should have printing credits with Senate?

[bookmark: _ixppz3yjo6iw]Overview of the Year
Summer (optional/if officers are around)
1. Sign up for Gone to Natural Sciences!
2. Update website, include new officer bios. 
3. President: reserve rooms for the year + decide on dates. 
a. Update on the website!

August
1. Officer Meeting the couple of days before school starts is MANDATORY
a. Try to have this before Gone to Texas, so that you can plan for the event or at least make sure everyone knows the game plan
2. Gone to Texas/Gone to Natural Sciences: Organization tabling event that occurs in East Mall that is organized by the college—all officers attend; biggest recruitment event we attend.
a. College will supply you with free Gone to Texas shirts.
b. “Elements” app on our iPad!
i. Top scores get prizes (old ACS t-shirts usually)
1. Give out at a meeting to “force” a couple people to attend.
c. While they wait in line, have them join our email list and tell them about ACS!
d. Usually happens the night before classes start.
3. Notebook sales (plan with Treasurer)
a. Notebook sales begin on the first day of classes and run for (typically) 2.5 weeks—usually falls on the day of 1st Meeting—can run longer if necessary
b. Biggest fundraiser event of each semester—need to make sure each shift covered by either members or officers
c. KEEP UP WITH INVENTORY AND ORDER MORE AS NEEDED
d. Ask the OChem professors if they want to recommend model kits
i. Outreach Chair or Secretary should contact professors and advertise our model kit sales → consider designing a flyer to give to them to put up before classes start (also emphasize that we sell lab notebooks!)
ii. Dr. Colapret almost always asks us to order a bunch so his kids can buy them—he always promotes them for us
4. First meeting date is usually the 3rd Wednesday from when classes start (i.e. if class starts on a Wed, pick -the meeting to be 2 Wednesdays after)—you should also verify that it makes sense with breaks, etc.
5. VP should be emailing speakers for the upcoming semester

September
1. Travel Grants granted by ACS: there is a $300 travel grant that we are eligible for as long as we have 3 ACS members to give member IDs for and have at least 2 people presenting a poster from UT Austin.
a. Applications are due around early November, so you will want to have Treasurer take care of this, or have this on everyone’s radar
2. Start announcing to members if they want to present! Abstracts will be accepted around this time.
3. Look at Football game schedule and organize ushering spreadsheet and send out emails.

October
1. *Longhorn Halloween— they will send you an email about this about 1-2 months in advance; be sure to respond.
a. We typically do goop/silly putty (glue, borax, food coloring): outreach committee may opt to do something else—whatever you choose, you have to make sure someone has purchased it, and it is not too expensive of an activity

November
1. VP should be emailing professors/companies to arrange schedule for this semester

December
1. Make sure Social Committee has planned an End of Semester Social.
2. Make sure there is enough stock for January Notebook Sales—make sure Treasurer has checked before they go on break.

January
2. Make sure Treasurer has ordered notebooks/Model Kits
3. VP should continue to email professors/companies to arrange schedule for this semester
a. Remind them to leave the last or 2nd to last meeting date for Officer Elections!
4. *Notebook Sales: same drill as last semester; start 1st day of classes go for 2.5 weeks
a. ***At the end of Notebook sales, Member Points should be finalized and cut-off for National Conference!

February
1. Begin planning for conference -- host an officer planning meeting!

March
1. *Explore UT
a. Campus-wide orientation, need to sign up by December/January via email they send to you (same as Longhorn Halloween)
b. Perform a demo
c. Happens on Speedway
2. *National Conference*
a. Have Treasurer start looking at flight and hotel deals
i. Consider the hotels that ACS has deals for, or other hotels within walking distance (and consider safety)
b. Before you go, have a meeting with everyone to tell them: (use past PPTs in Drive!)
i. Becoming a Member 
1. (also tell them about Member-Get-A-Member PT Blanket thing)
ii. Registering for the Conference
iii. Things to do at Conference
iv. If you guys are planning to do a fun event at X location, so they can pack/plan
v. Things to wear/pack—usually business casual
vi. Be cordial, might run into someone important, also representing UT
c. Try to plan a meeting right after the conference if it coincides with SB, as it might be too long of a break and people will forget to attend ACS afterwards

April 
1. Officer applications should be distributed + elections should be advertised early on. 
2. Some point this month or early May, you will need to re-register the Student organization with Dean of Students (DOS)—likely through HornsLink.
a. They will email you with a reminder
b. There is a $20 registration fee that ACS will pay.
c. Will need to enter new “authorized representatives” — officer elections may not be held by the time this deadline happens, you can enter yours and VP’s info and just remember to change the contact info over to the new officers before you leave.

May
1. *Passing the Torch Meeting: Old + New officers have one big meeting, each old officer fills in the new officer in their role
a. This also allows everyone else to know whose responsibilities are whose
b. Make this a fun thing involving food and going to get ice cream if possible!
2. End of the Year Banquet/Social
a. In the past, we have gone to Zilker Park for an outdoor social—since we hardly get to enjoy the great weather; we pay for BBQ and grill a little if we can (corn, hot dogs, etc.)
b. This year we decided on a Banquet instead, and may not be doing the BBQ buying to save $$! 
c. See past officer notes/emails for other ideas. 
i. aRoma in 2015, Mandola’s in 2016
1. Want something where members can choose how much they want to pay/eat, etc. 
