A. Bylaws

FUELS AND PETROCHEMICALS DIVISION BYLAWS
(Revisions:

1.  Previous update made per April 1994 Executive Committee Meeting comments as printed June 16, 1997.

2.  Revised for electronic Executive Committee meeting amendment adopted by F&PD membership on February 8, 2000, and approved by the Chemical Engineering Technology Operating Council of the AIChE at its meeting on March 5, 2000.

3.  Revised for electronic voting amendment adopted by F&PD membership on April 22, 2001 and approved by the Chemical Engineering Technology Operating Council of the AIChE at its meeting on April 23, 2001.

4.  Revised for F&PD Technical Program Committee amendment and references to Chemical Engineering Technology Operating Council amendment adopted by F&PD membership on March 30, 2003.

5.  Revised for amendment to make references to the Technical Program Committee and the Programming Chair consistent throughout the bylaws adopted by F&PD membership on April 10, 2005, and approved by the Chemical Engineering Technology Operating Council at its meeting on April 9, 2005.

6. Revised to add discussion on Communications Director, revise Treasurer descriptions about impress account being optional, and delete reference to Membership Committee.  Voted on and passed in February 2009 election ballot.  Submitted to CTOC in March 2009.
Article I.  Name and Objectives

Section 1.

The name of this organization shall be The Fuels and Petrochemicals Division of the American Institute of Chemical Engineers.

Section 2.

This Division is formed in the broad field of fossil fuels and petrochemicals, in accordance with the Institute's constitution, bylaws, and rules.  Fossil fuels include petroleum, coal, oil shale, tar sands, heavy oils, natural gas, and synthetic substitutes for these materials.  Petrochemicals include all chemical products made with any of these materials as a starting point.

Section 3.

The objectives of the Division shall be:

a. To further the application of chemical engineering in the fuels and petrochemicals fields by industrial, educational, institutional and governmental groups.

b. To provide a communications medium for the exchange of non‑confidential information of mutual interest among individuals engaged in all phases of fuels and petrochemicals activities.

c. To provide a forum for the dissemination of information, ideas, and attitudes between the practicing engineer and the chemical engineering educator.

d. To instill an early interest in the Institute among the engineers in these specific fields; and to promote cross‑fertilization of ideas with chemical engineers in other industries and thus to stimulate transfer of knowledge from one field to another.

e. To coordinate the Institute’s activities with other societies active in fuels and petrochemicals.

f. To provide leadership, assistance and expertise as appropriate to the Institute, industrial, educational, and governmental groups in all fields of fuels and petrochemicals, activities, including safety, health, and environment.

Section 4.

The Division is under the supervision and control of the Chemical Engineering Technology Operating Council.  Divisional programming activities will be carried out in cooperation with and coordinated with the National Program Committee of the Institute.  The Division does not have the authority to act for or in the name of the Institute or to incur any financial obligations in the name of the Institute.

Article II.  Membership

Section 1.

Membership in the Division shall consist of those who: (a) are members of the Institute, in any grade of membership, and (b) have paid the annual dues levied by the Division.  Subject to payment of the annual Division dues, membership in the Division is permitted for non‑members of the Institute for a maximum period of two years. (See Article VI. Section 1.)

Article III.  Organization

Section 1.

The activities of the Division shall be directed by an Executive Committee of seventeen members: the current five officers, the immediate Past Chair of the Division, nine persons elected as Directors from the membership of the Division, the Programming Chair, and the Chemical Engineering Technology Liaison representative appointed by the Chemical Engineering Technology Operating Council.  The Programming Chair and the Chemical Engineering Technology Liaison representative for the Chemical Engineering Technology Operating Council shall serve as ex‑officio members with voting privileges.

Section 2.

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 the Institute.  The term of office will start with the Division luncheon of the Spring Meeting and be two years for the Secretary and the Treasurer and one year for all other officers.  The term of office for the Secretary is slated to begin in even years and for the Treasurer is slated for odd years.  Succession of an elected Second Vice‑Chair to First Vice‑Chair will be automatic after one year.  If a Second Vice‑Chair has been appointed to fill a vacancy, an election for First Vice‑Chair is necessary.  The Chair shall not be eligible for re‑election.  The Secretary and the Treasurer may be re‑elected.

The Communications Director will be appointed by the Executive Committee.  The Communications Director is responsible for publishing the Flashpoint Newsletter, for maintaining the division website, and for assistance with other communications to the Division Membership, such as e-mail communications.  The Communications Director is expected to serve a minimum of two years, and may be re-appointed to multiple terms.  

Section 3.

Directors on the Executive Committee shall be elected for a term of three years each, three to be elected each year.  A person who has served as a Director is eligible for election or appointment as an officer.  A person appointed a Director by the Executive committee to fill a vacancy of less than a full three-year term shall be eligible for election as a Director at any time.  A person may not serve as a Director for more than six consecutive years.

Section 4.

In the event of a vacancy in the office of Chair, the First Vice‑Chair shall perform the duties of the Chair until the office of Chair is again filled by election. In the event of a vacancy in the office of First Vice‑Chair, the Second Vice‑Chair shall perform the duties of the First Vice-Chair.  If a vacancy occurs in any of the other positions on the Executive Committee, the Executive Committee shall appoint a replacement from the Executive Committee if the vacancy is an officer, or from the membership if the vacancy is a Director, to fill the unexpired term.

Section 5.

The Fuels and Petrochemicals Division’s Programming Chair is elected by the Technical Program Committee and serves a four year term consisting of one year as Programming Vice‑Chair, two years as Programming Chair, and one year as Programming Past Chair.  Candidates for the position of Programming Chair shall have previously served as Area Programming Coordinators or Meeting Coordinator and shall have chaired at least one technical session for the Fuels and Petrochemicals Division in the past three years.  The Fuels and Petrochemicals Division’s Programming Chair is responsible for the technical programming at Spring National and Fall Annual Meetings.  The Programming Chair should hold Technical Program Committee meetings at the Spring National and Fall Annual Meetings, issue minutes of these meetings, report to the Fuels and Petrochemicals Division Executive Committee and represent the Fuels and Petrochemicals Division on the National Program Committee.

a. The Program Advisory Committee will be headed by the First Vice‑Chair.  Membership will include the Second Vice‑Chair, the Programming Chair, the Programming Vice‑Chair or the Programming Past Chair as applicable, the Division’s Past Chair, and the Division’s Chair.  This committee will draw up long‑range plans and policies for the Division programming activities.

b. The Technical Program Committee shall implement the plans.  Other members of the Technical Program Committee include the Area Programming Coordinators for petroleum, petrochemicals and derivatives, gas, solid fuels and alternate energy, and new technology and developments.  Each Technical Program Committee Area Subcommittee is staffed by members of the Division whose interest and experience can provide valuable contributions to programming.  Proposed changes to the number, name, and technology focus of subcommittees must be approved by the Executive Committee.

c. The Fuels and Petrochemicals Division’s Area Programming Coordinators shall be appointed by the Programming Chair and confirmed by the Executive Committee.  They will develop and manage divisional programs for specific National Meetings in which the Division is involved, coordinating that activity with the National Program Committee and other programming groups.
Section 6.

The Secretary shall keep records of the proceedings of the Division handle the general correspondence of the division and at the direction of the chair, issue notices of all meetings.

Section 7.

The Treasurer shall handle and record the collection and disbursement of funds as authorized by the Executive Committee of the Division.  The Treasurer shall submit a report covering finances and activities of the Division at the end of each year to the Executive Committee of the division and to the Secretary of the Institute.  The Treasurer shall prepare a budget at the beginning of each year for review and approval by the Executive Committee.  The Treasurer also shall normally be head of the Membership Committee. 

 SEQ CHAPTER \h \r 1The Treasurer will send invoices over $1,000 to AIChE headquarters for payment. For invoices under $1,000, the Treasurer shall have the additional options to: 

· pay for point of service fees by either a personal check or personal credit card, and will be reimbursed by the division AIChE account upon submittal of appropriate documentation.

· pay the bill using the imprest account, if one is maintained by the Treasurer (see below).

The Fuels and Petrochemicals Division has the option of maintaining an operating (imprest) fund account of $5,000.  This imprest account (if maintained) is to be used for payment of petty cash items, small invoices, and larger expenditures requiring payment at the point of service.  Individual checks to be drawn on the account will be limited to $1,000 for routinely invoiced expenses and $2,500 for point of service payments except as noted in the following amendments agreed upon with AICHE headquarters on Nov. 7th 2004, to provide flexibility in meeting the occasionally larger obligations that occur.

a) Operating (Imprest) Fund Account 

If projected, expenditures that have been budgeted and require payment at the point of service are projected to exceed the operating fund account’s maximum balance of $5,000 in the succeeding 30 days, the Fuels and Petrochemicals Division Treasurer can request an advance to be deposited in the operating fund account that will bring the balance up to the projected expenditures plus a maximum of $2,500 to maintain a reasonable operating fund account balance.  The request for an advance will include the current operating fund account balance and the budgeted amounts for each of the point of service expenditures expected within the 30-day period.  As soon as possible after paying the invoices for which an advance has been received, the Treasurer will submit a reconciliation of revenues and expenses to the Accounting Department.  The associated revenues and expenses will be recorded on AIChE’s books.  Based on the balance in the imprest account, either a check will be sent to headquarters for deposit to reduce the account balance to $5,000 or a check request will be submitted to the Accounting Department to allow replenishment of the operating fund account up to its maximum balance of $5,000.

At the end of each calendar year, the balance in the imprest account must not exceed $5,000.  This will ensure that all revenues and expenses are recorded timely and in the appropriate year.

b) Check Signing Amendment

The limit for the amount that a check can be written for a point of service payment by a division is $2,500.  From time to time, the Fuels and Petrochemicals Division pays bills at the point of service that exceed that amount.  When an individual check is to be issued to a vendor or a service provider that exceeds the limit for writing checks, the Fuels and Petrochemicals Division Treasurer will notify the AIChE Controller in advance and receive authorization for issuing a check that exceeds the limit on an as-needed basis.  Authorization will be provided:

· If the request is for a budgeted item;

· If the amount of the expenditure does not exceed the budgeted amount for the expenditure or if the Fuels and Petrochemicals Division Executive Committee has approved the amount of the expenditure; and

· If the appropriate AIChE headquarters staff member has reviewed, approved, and co-signed any contract connected with the expenditure.

Only a Fuels and Petrochemicals Division officer with check signing authority may issue such a check; these officers are currently the Treasurer, the Chair, and the First Vice-Chair.  (An example of this would be a bill that is presented at the end of a banquet, which could easily exceed the $2,500 check-writing limit).

c) Authorization for Direct Charges to Division Accounts

If AIChE headquarters is going to charge either of the Fuels and Petrochemicals Division’s accounts for expenses, approval of the Division’s Treasurer, Chair, or First Vice‑Chair will be obtained in advance.  Examples of these expenses are meeting room facilities including speaker phones and lines, audio-visual equipment, and refreshments at the AIChE Annual and National Meetings AIChE.  Completion and submission of meeting room request forms and other similar documents with Division billing information constitutes approval of the expenditure.  In the event that the Division makes a verbal request of headquarters staff to incur an expense on its behalf (such as ordering a plaque for presentation at an upcoming meeting), this request shall constitute approval of the expenditure.

Section 8.

There will be a Publications Committee consisting of a member of the Executive Committee as Chair and such other members as shall be appointed by the Division Chair.  The Committee will work with editors and authors in the publication of papers in the Institute and other appropriate publications, in accordance with Institute Policy.

Section 9.

Such other committees as may be required shall be appointed by the Chair with the approval of the Executive Committee.   The services of any such committees or committee members may be terminated at any time by the Chair with the approval of the Executive Committee.

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 committee's may therefore continue after the retirement of the Division Chair who made the original appointments.

Article IV.  Meetings

Section 1.

A quorum for meetings of the Division shall consist of the members present.  Except where otherwise stated in these bylaws, all actions at a meeting of the Division will be decided by a majority vote of those voting.

Section 2.

The order of business for meetings of the Division shall be determined by the presiding officer (See Article IV, Section 5) and will include reading of the minutes of previous meetings, reports of committees, and new business.

Section 3.

The Executive Committee shall meet at least twice each calendar year.  Meetings may be called by the Chair at such places and times as he may deem advisable and shall also be called if requested by four members of the Executive Committee.  Notice of all meetings shall be sent to the Executive Committee members at least three weeks in advance of such meetings.  Six members of the Executive Committee shall constitute a quorum.  Meetings may be held by physical attendance, teleconference, videoconference, or other suitable realtime communications methods or combination thereof, and votes may be cast in person or by any of the realtime communications methods.

Section 4.

Except where otherwise stated in these bylaws, all actions of the Executive Committee shall be by a majority vote of those voting.  If a tie vote results, the decision shall take the course voted by the presiding officer.

Section 5.

The Chair of the Division shall preside at all meetings of the Division and of the Executive Committee.  In his absence, these functions will be performed by the First Vice‑Chair, or by the Second Vice‑Chair, or by the Secretary, or by the Treasurer, in that order.

Section 6.

Any member of the Executive Committee who fails to attend at least one of three consecutive Executive Committee meetings shall be considered as automatically tendering his resignation to the Executive Committee, subject to acceptance or rejection by the Executive by a secret ballot in consideration of possible extenuating circumstances.  Newly elected members of the Executive Committee are encouraged to attend the Executive Committee meeting preceding the beginning of their term as a means of ensuring continuity in the conduct of the activities of the division.

Article V.  Elections

Section 1.

The Chair, the Second Vice‑Chair, the Secretary or the Treasurer, and three of the nine Directors on the Executive Committee shall be elected by either an annual letter ballot sent to the members of the Division or by electronic means as authorized by the Chemical Engineering Technology Operating Council.  A letter ballot may be requested by members of the Division in all elections.  In those cases where a letter ballot is requested by a member, it shall include notice of the date by which the ballot must be received in order to be counted.  As provided in Article III, Section 2, the new First Vice‑Chair will have advanced automatically from a previous position as Second Vice‑Chair.  Election shall be by a majority of the total of those voting by electronic means and by letter ballot.  A minimum of four weeks shall be allowed between the mailing or electronic posting of the ballot and the counting of the votes.  Receipt and tabulation of the votes shall be through the Member Activity Office and certified to the Executive Committee.  The Executive Committee shall send the slate to the Chemical Engineering Technology Operating Council Liaison for certification by the Chemical Engineering Technology Operating Council.

Section 2.

Delinquent members shall not be eligible to vote or hold office (See article VI, Section 1).

Section 3.

A Nominating Committee shall be formed each year.  The immediate Past Chair is automatically the Chair of the Nominating Committee and shall pick additional members of the Committee from the Division.  The First Vice‑Chair shall be a candidate for Chair and shall run unopposed unless another candidate or candidates are nominated by the Executive Committee or the membership.  There shall be no nomination for First Vice‑Chair since it is automatically provided that the position shall be filled by the Second Vice‑Chair.  The Nominating Committee shall formulate a slate of one or more candidates for each of the other offices to be filled for proposal to the membership.  Two or more candidates shall be nominated for the office of Second Vice‑Chair.  Other nominations for each position will be accepted if petitioned by at least 5% of the membership, and submitted to the Secretary.  With respect to nominees for The Directors' positions, the Nominating Committee will develop candidates from a cross‑section of the Division's membership.

Section 4.

No member shall be eligible for election to more than one Division office at any time.

Section 5.

Elections shall be held annually with the voting process beginning no later than nine weeks prior to the Spring National Meeting of the Institute.

Article VI.  Dues and Finances

Section 1.

Dues shall be on a calendar year basis as set by the Executive Committee subject to approval by the Chemical Engineering Technology Operating Council.

Section 2.

The Executive Committee will make all other regulations regarding payment of dues and will provide for an annual audit of the Division's finances.

Section 3.

The offices of the Chair, the Treasurer, the Programming Chair, the Chair of the Publications committee,  and the Chair of the Publicity Committee shall each have available a drawable fund of one hundred dollars ($100) per year; or an amount set by the Executive Committee.  The Treasurer is authorized to make payment against these drawable funds upon presentation of invoices for out‑of‑pocket Division expenses.  Such items which are reimbursable will be defined by the Executive Committee, subject to review by the Chemical Engineering Technology Operating Council.  On depletion of an individual fund, an additional sum may be made available at the request of the particular office and on the specific approval of the Executive Committee.

Article VII.  General Provisions

Section 1.

The decision of the Executive Committee shall be final on any question concerning the interpretation of the bylaws subject to the jurisdiction of the Chemical Engineering Technology Operating Council.

Section 2.

In all respects not specifically covered in these bylaws, the general rules of the Institute governing the conduct of the Division shall apply with equal force as if included in these bylaws.

Section 3.

In the decision of procedural matters not otherwise covered in these bylaws, Robert's Rules of Order will prevail.

Article VIII.  Amendments

Section 1.

All proposed amendments to these bylaws must be reduced to writing.  They may be proposed by the Executive Committee, by majority vote of a meeting of the Division, or by petition to the Executive Committee of at least 10% of the Division membership.

Section 2.

The proposed amendment will then be sent to all qualified Division members either by mail or by electronic means as authorized by the Chemical Engineering Technology Operating Council.  In those cases where a letter ballot is requested by a member, it shall include notice of the date by which the ballot must be received in order to be counted, and that date shall be no earlier than four weeks after mailing of the ballots.  Ballots shall be returned to the Member Activity Office which shall begin tabulation no earlier than four weeks after the date of their mailing.  Ballots received after this period shall not be counted.  The Member Activity Office shall certify the results to the Executive Committee which shall accept as approval of the amendment a two‑thirds affirmative vote of the total of those voting by electronic means and by letter ballot.  The amendment shall then be submitted to the Chemical Engineering Technology Operating Council for approval, and shall become effective upon such approval.
