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1.0 AICHE CONTACTS 
 
(Telephone and fax numbers are area code 646, except where noted.) 
Customer Service 
Director, Customer Service, Marty Clancy  203-702-7670 
AIChExpress Customer Service Center  800-242-4363 
(International calls)  203-702-7660 
AIChExpress Fax  203-775-5177 
AIChExpress E-mail  customerservice@aiche.org 
 
General Information 
Fax  203-775-5177 
Web URL  http://www.aiche.org 
 
Executive Office 
Executive Director, June Wispelwey  495-1310 
Executive Office Administrator, Chung Lam   495-1311 
Board of Directors Administrator & 
Institute Assistant Secretary: Fiona Brennan 646-495-1312 
Executive Office Fax  495-1505 
 
Finance & Strategic Programs 
Director, Rick Cain  495-1350 
Controller, Stetson Wilson  495-1355 
Fax  495-1501 
 
Operations 
Director, Bette Lawler  495-1320 
 
Information Technology Services 
Director, Information Technology & DatabaseSteve Youn  495-1375 
 
E-Business 
Director, Amit Gupta  495-1335 
 
Marketing 
Director, Tim McCreight  495-1325 
 
Meeting Logistics & Programming 
Meetings Director, Jeffrey Wood  495-1315 
Technical Programming Director, Joseph Cramer  495-1365 
 
Volunteer & Membership Activities 
Director, Felicia Guglielmi  495-1330 
Students, Division/Forum Staff Liaison, Nina Scatton  495-1331 
Local Sections, ScaleUp Staff Liaison, Lowell Aplebaum 495-1332 
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Technical Activities & Communications 
Director, Stephen Smith  495-1360 
 
CEP 
Editor-in-Chief, Cynthia Mascone  495-1345 
 
Technical Alliances and International Programs, 
Center for Chemical Process Safety, 
Design Institute for Physical Properties, and 
Design Institute for Emergency Relief Systems User’ s Group 
Director, Scott Berger 495-1370 
 
New Technical Initiatives 
Society of Biological Engineering 
Institute for Sustainability 
AIChE Energy Initiatives 
Director, Miriam Cortes-Caminero  495-1310 
 
Advertising and Event Sales 
Print, Online and E-Newsletter Recruitment Advertising; 
Career Fairs, CareerEngineer Job Board 
Denise DeLuca Mallon  279-2149 
Print, Online, and E-Newsletter Product and Service Advertising; 
Meeting Exhibits and Sponsorships 
Doris Deutsch  495-1361 
 
Human Resources and AIChE Foundation 
Director, Cathy Diana  495-1340 
 
General Information 
Web URL  http://www.aiche.org 
Most AIChE staff can also be reached via email as follows: the first four letters of the 
person’s first name, and the first letter of the last name, followed by @aiche.org (Example: 
To reach Stephen Smith, the address would be steps@aiche.org.) 
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2.0 AICHE OVERVIEW AND GOVERNANCE 
 

AIChE, founded in 1908, is a professional association of more than 40,000 chemical 
engineers worldwide. AIChE fosters and disseminates chemical engineering knowledge, 
supports the professional and personal growth of its members, and applies the expertise of its 
members to address societal needs and improve the quality of life. For more information 
about AIChE, including membership, structure, governance, etc., please visit 
http://www.aiche.org/about 
 
2.1 AICHE VISION 
 
AIChE provides value as: 

• The global leader of the chemical engineering profession 

• The lifetime center for professional and personal growth and security of chemical 
engineers 

• The foremost catalyst in applying chemical engineering expertise in meeting societal 
needs 

 
2.2 AICHE MISSION 
 
AIChE will: 

• Promote excellence in chemical engineering education and global practice 

• Advance the development and exchange of relevant knowledge 

• Uphold and advance the profession's standards, ethics and diversity 

• Enhance the lifelong career development and financial security of chemical engineers 
through products, services, networking, and advocacy 

• Stimulate collaborative efforts among industry, universities, government, and 
professional societies 

• Encourage other engineering and scientific professionals to participate in AIChE 
activities 

• Advocate public policy that embraces sound technical and economic information and 
that represents the interest of chemical engineers 

• Facilitate public understanding of technical issues 

• Achieve excellence in operations of the Institute 
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2.3 AICHE LEADERSHIP: 
 
http://www.aiche.org/About/WhoWeAre/Leadership/index.aspx 

2.3.1 The AIChE Board of Directors 
The Board of Directors is charged with maintaining AIChE’s vitality. Elected by the 
members, from our membership, these dedicated professionals have backgrounds as varied as 
our industry. To ensure the organization meets all of our needs, the Board regularly meets 
with local sections, divisions and forums, and sister societies. If you’d like to contact any one 
of the Board Members, contact localsections@aiche.org or call (646) 495-1311 for more 
information. 
 
2.4 AICHE STRUCTURE: 
 
http://www.aiche.org/About/WhoWeAre/Structure/index.aspx 
 
The Operating Councils work with the various entities that make up AIChE—local sections, 
divisions, forums, committees, student chapters, etc.—to assure that they are aligned with the 
needs of the members and with each other. 
 

2.4.1 Operating Councils 
AIChE’s three Operating Councils are leading the Institute’s efforts to realize the three 
elements of AIChE’s Vision. The Career and Education Operating Council (CEOC) is 
focused on the “lifetime center” and areas of membership, professional development, and 
financial services. The CEOC is also responsible for addressing the needs and providing 
enhanced services to local sections. The Chemical Engineering Technology Operating 
Council (CTOC) is responsible for two major areas: the frontiers of chemical engineering 
and the dissemination of that knowledge. The Societal Impact Operating Council (SIOC) 
is leading efforts for how chemical engineers can effectively address societal needs. 
 

2.4.2 Local Sections:  

http://www.aiche.org/LocalSections 

There are 110 local sections throughout the United States and Puerto Rico, plus the 
Netherlands and Belgium, Saudi Arabia, Singapore and Canada. Local sections sponsor 
activities of interest to members in their particular area. They are the “grassroots” of AIChE 
and play a key role in helping AIChE fulfill its vision and mission for the 21st century. 
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2.4.3 Divisions and Forums:  
http://www.aiche.org/DivisionsForums 
 
There are 20 divisions and forums focusing on the technical areas in which chemical 
engineers work, including fuels and petrochemicals, advanced materials, and biotechnology. 

2.4.4 National Committees: 
http://www.aiche.org/About/WhoWeAre/Structure/Committees/index.aspx 
 
There are 23 national committees that work to further the objectives of the Institute, both 
internally and through outreach efforts. 
 

2.4.4.1 The Local Sections Committee (LSC): 
http://www.aiche.org/LocalSections/Resources/Committee.aspx 
 
The mission of the LSC is to strengthen AIChE's Local Sections through resource 
development, networking, and opportunities for sharing information, with particular focus on 
Local Section officers. All current and past Local Section chairs are invited and encouraged 
to become members of the Local Sections Committee. Officers of the Committee include 
Chair, Vice-Chair, Secretary, and Operating Council Representatives. 
 
LSC goals/products include: 
 

• Improved relationships and linkages of Local Sections with AIChE staff and the 
career and Education Operating Council 

• Effective tools for information sharing 

• Practical Local Section resource materials and best practices 
 
LSC guiding principles: 
 
Local Sections benefit from interacting with each other and the Institute; and Local Sections 
have unique needs and have officers who are capable and willing to provide leadership to 
meet those needs economically and practically. 
 

2.4.5 Student Chapters 
http://www.aiche.org/Students/Chapters/index.aspx 
 
There are 166 Student Chapters and clubs on campuses in the United States, Puerto Rico, 
Mexico, Canada, Nigeria, and Hong Kong, offering undergraduates a chance to learn more 
about their chosen profession. 
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2.4.6 Technical Societies 
http://www.aiche.org/TechnicalSocieties/  
 
Technical Societies allow industry, academia and government representatives to collaborate 
and leverage resources for research, technology transfer and other activities. Currently more 
than 200 companies participate in three Industry Technology Alliances: Center for Chemical 
Process Safety (CCPS), including Safety and Chemical Engineering Education (SACHE); 
Emergency Relief Systems (DIERS); Thermophysical Property Data, Evaluation of 
Measurement (DIPPR), the Society for Biological Engineering (SBE) and the Institute for 
Sustainability (IfS) 
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3.0 VOLUNTEER AND MEMBERSHIP ACTIVITIES (VMA):  
SUPPORT FOR LOCAL SECTIONS 

 
Local section officers can look to AIChE's Volunteer and Membership Activities (VMA) 
Department for support, resources and training. Our goal is to make your role as a volunteer 
leader as rewarding and simple as possible. The following resources can help offer valuable 
opportunities to your members: 
 
3.1 MEMBERSHIP LISTS 
Membership lists for your local section are now available to download on the AIChE website 
anytime at 
 
https://www.aiche.org/apps/mag/sections/memberlist/login.asp 
 
Only local section chairs and other designated officers have access to this list. If you have 
any questions, please contact localsections@aiche.org or call (646)496-1332. 
 
3.2 LOCAL SECTIONS COMMITTEE RESOURCE 
 
AIChE's Local Sections Committee (LSC) is charged with developing the relationships 
between AIChE's local sections and AIChE Staff and the Career and Education Operating 
Council. Through monthly networking calls, meetings, and using other available means of 
collaboration, the LSC aims to highlight local section best practices and develop practical 
resource materials that will help AIChE's local section leaders serve their constituents. Please 
visit 
 
http://www.aiche.org/LocalSections/Resources/Committee.aspx 
 
 for more information about how the LSC can help you serve your local section members. 
 
3.3 GRANTS 

3.3.1 ProjectConnect (PC) Grants 
 
http://www.aiche.org/LocalSections/Resources/PCGrant.aspx 
 
The John J. McKetta ProjectConnect Grants for Local Sections were inaugurated in 
2001 to assist local sections with their efforts to reach out to students, recent chemical 
engineering graduates, and new engineers. Sections are encouraged to request funds to help 
support innovative programs designed to increase participation of young graduates 
transitioning from student to professional.  
  
In this program, 15-25 annual grants of $150-$600 each are awarded to sections submitting 
qualified applications. The quarterly deadlines for applications are: 

• March 31 
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• June 30 
• September 30 
• December 30 

The ProjectConnect Subcommittee, in conjunction with the Local Section Executive 
Committee, will review the applications and distribute the grants within 30 days from the 
deadline(s). AIChE’s Volunteer & Membership Activities Dept. will administer the 
program.  
 
Additional Criteria  

• Only one grant per section may be obtained in a programming year (July-June) 
• Sections awarded a grant will receive a check along with a summary report that is to 

be completed and returned to AIChE. 
• Sections must submit a summary report to be considered for funding during the next 

funding cycle. 

 

3.3.2 Program Planning (PP) Grants for Local Sections 
 
http://www.aiche.org/programplanning.aspx 
Program Planning Grants are intended to assist local sections with their membership outreach 
efforts.  The objective is to encourage development of a program involving more than a 
single event.  Local sections are encouraged to "think outside the box" and be innovative in 
their program planning.  This will enhance their chances of receiving a Program Planning 
Grants. 
 
Applications for the Program Planning Grant should describe activities/events that are being 
planned by the local section under an umbrella of a larger "program", with identifiable goals 
and objectives.  Of course, these goals and objectives should be tailored to the requirements 
and interested of the local section applying for the Grant. 
 
It is not necessary that all events/activities have a common theme beyond that of encouraging 
local section members to participate and interface with each other.  AIChE's Local Sections 
Committee will review and rate Grant applications based upon the criteria described below. 
 
NOTE: For events/activities focused on reaching out to students, recent chemical engineer 
graduates and new engineers, please consider applying for a John J. McKetta ProjectConnect 
Grant. 
 
Program Planning Grants will be awarded in $1000, $500 and $250 denominationsfor the 12-
month period beginning July 1st and ending June 31st (academic year versus calendar year). 

Program Planning Grants will be awarded twice a year: 

• Applications submitted by March 31st - Grants awarded by April 30th  
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• Applications submitted by Sept. 30th - Grants awarded by Oct. 31st 
 
The Local Section Committee will review the applications and distribute the grants within 30 
days of the application deadline.  AIChE's Volunteer and Membership Activities Dept. will 
administer the program. 
 
3.3.3   Shining Star Grant (Outstanding Volunteerism) 
 
http://www.aiche.org/localsection/resources/ShiningStarAward.aspx 
 
The Shining Star Award- The Local Sections Committee and Career and Education 
Operating Council are proud to announce a new annual award program designed to recognize 
outstanding volunteerism at the AIChE local section level and will hopefully act as incentive 
for others to become more involved in local section activities.  
 

• AWARD: Free registration and expenses paid (up to $1000) to either the Spring or 
Fall national meeting, or the Leadership Development conference We are happy to 
congratulate the 2010 winners: 

 

Veera Boodu Central Illinois 

Lawrence Latta Central Ohio 

Dan Lambert 
Central 
Savannah River 

Azita 
Ahmadzadeh Chicago 

Timothy Nolen East Tennessee 

Joe Mallon Kansas City 

James Miller Pittsburgh 

Alessandra 
Carreon Puget Sound 

Carol Schmidt South Texas 
 
3.4 VOLUNTEER RECOGNITION REQUESTS 
Every year, the AIChE President offers to thank you for your efforts as a volunteer leader, by 
writing a letter of recognition to your boss or others in your company, university, or 
government agency. If you would like to request a Volunteer Recognition Letter for yourself 
or others, please visit:    
http://www.aiche.org/LocalSections/Resources/index.aspx 
 

Comment [l1]: All the below recognition 
certificates are also on the resource page I reference 
here 
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3.5 BEST PRACTICES 
A diverse collection of local section best practices, including the Career and Education 
Operating Council’s volunteerism best practices, is provided on the AIChE Web site at 
http://www.aiche.org/LocalSections/Resources/BestPractices.aspx 
 
3.6 LOCAL SECTION NEWSLETTER 
AIChE produces monthly electronic newsletters or e-updates to all local section officers. The 
newsletter contains important updates and deadlines for AIChE related activities as well as 
other activities of interest to local sections. 
http://www.aiche.org/LocalSections/Resources/Newsletter.aspx 
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4.0 ADMINISTRATION 
 
4.1 OFFICER ELECTIONS 
The rules of election of local section officers are stated in each local section’s bylaws, and 
are based on election guidelines established by headquarters. 
 
Some AIChE local sections conduct elections in the spring, with new officers taking their 
positions in September. Most others elect officers in December for installation at the local 
section’s first meeting in January. A few important notes on local section elections: 
 
All officers of a local section must be national AIChE members. The membership status 
of candidates should be verified prior to approval of a slate. 
 
All officers of the local section shall be elected by ballot at the local section’s annual meeting 
or by mail ballot prescribed by the local section’s Executive Committee and shall take office 
at the first meeting of the following fiscal year. It is recommended that the retiring chair 
remain on the Executive Committee for one year. 
 
Should a vacancy occur in any office, the Executive Committee shall appoint a member of 
the local section to fulfill the term. 
 
Immediately after officer elections, the Secretary must forward the names and contact 
information of newly elected officers to the Volunteer & Membership Activities department 
at AIChE headquarters. If you find that your local section bylaws do not thoroughly 
articulate the steps involved in officer elections and need further assistance, please contact 
localsections@aiche.org or call (646) 495-1332 . 
 
4.2 RESPONSIBILITIES OF THE LOCAL SECTION EXECUTIVE COM MITTEE 
The chair, chair-elect or vice chair, secretary and treasurer normally comprise the local 
section’s Executive Committee. The Executive Committee is charged with: 

• Leading and managing the affairs of the local section; 

• Functioning as a clearinghouse for new business by reviewing proposals or local 
section issues prior to be presented at a full meeting; 

• Setting clear-cut policies in such areas as authorizing expenditures, programming, 
membership, and any other matters relating to general local section business. 

The exact job responsibilities for the local section’s officers may vary from local section to 
local section depending on the culture and climate of each local section, including 
specifications in membership size and demographics, bylaws, professional composition, 
location, etc. However, some responsibilities for each position are common enough to all 
groups. Please find below “standard” or “traditional” officer descriptions and responsibilities 
for Chair, Chair-Elect, Secretary, and Treasurer. 
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4.2.1 Chair 
The local section chair is responsible for the overall direction of the local section’s activities. 
The chair should provide leadership for the local section officers and committee chairs and 
delegate responsibilities and authority as much as possible to committees such as 
Membership, Young Professionals, Communications, Awards, etc. Specific duties of the 
chair include calling and conducting local section meetings, maintaining good 
communications between the local section and AIChE, staying on top of local section 
changes and updates, submitting an annual report to local section members and to AIChE, 
receiving and reviewing the quarterly membership updates from staff, planning and 
implementing local section programs and services, and recognizing new members and 
rewarding local section volunteers. 

4.2.2 Chair-Elect or Vice Chair 
The chair-elect should be an extension of the chair office. The person who fills this position 
often serves as the program chair (if one is not otherwise assigned) and has the responsibility 
for planning local section meetings and activities. The chair-elect should assist the chair in 
key leadership duties, lead meetings, host speakers, and fill in for the chair as needed. 

4.2.3 Secretary 
The local section secretary’s duties are essentially those of record keeper and correspondent. 
The secretary’s responsibilities usually include keeping meeting minutes, following up on 
action items from meetings, maintenance of membership lists and local section files, working 
with other local section officers to prepare meeting agendas, correspondence with AIChE on 
local section business, including information changes, as they occur, and at the term’s end, 
training the new secretary and turning over all records and local section materials. In smaller 
local sections, the secretary may also be responsible for mailing meeting notices, preparing 
and distributing local section news, and compiling the local section’s annual report. 

4.2.4 Treasurer 
The treasurer handles the local section finances and accounting for all local section money 
received and spent, including membership dues, reimbursements from AIChE, and program 
revenues and expenses. This involves keeping accurate records, and reporting the local 
section’s financial status according to the manner and schedule prescribed in the bylaws. The 
local section officers should clearly establish guidelines and procedures for authorizing 
expenditures, paying bills, signing checks, and any other financial related actions, with the 
treasurer responsible for keeping copies and records of all transactions. The treasurer reports 
on all requests to the Executive Committee or other officers, including status of bank 
balances, dues collections, expenses relating to specific projects, and any abnormal account 
activity. The treasurer is also responsible for preparing an annual budget in the beginning of 
the term, and should prepare an annual report on the local section’s fiscal condition at the 
years-end, and submit to AIChE with the annual report. 
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4.2.5 Local Section Committees and Committee Chairs 
Some local sections have a substructure of committees to help organize and sustain local 
activities and fulfill local section goals. The type, size, function and structure of local section 
committees will vary from local section to local section based on different needs and goals. 
Here are a few examples of typical local section committees and their general duties. For 
more information about organizing a local section subcommittee, please contact  
localsections@aiche.org or call (646) 495-1332  
 
Awards - administer all award activities, such as nominations for local, national and special 
local section awards. 
 
Education/Student Relations - plans and implements activities and resources to assist local 
teachers, college professors, deans, students, and student chapters, including student 
awards/scholarships, K-12 outreach tools, science fairs, teacher/student nights, E-Week 
activities, etc. 
 
Employment/Careers/Professional Development - plans and implements activities to 
provide members with professional development opportunities and employment (job 
seeking) assistance, networking and relationship building opportunities between 
employers/industry and employees, information on local employment data, trends and 
statistics, general career guidance services. This person/committee may also be responsible 
for planning E-Week activities and outreach. 
 
Government Relations - plans and implements local section programs that focus on local 
and national concerns regarding regulation issues, and invites regulators and government 
officials to speak at local section meetings. 
 
Membership - plans activities to increase member participation and retention, and recruits 
new members. 
 
Mentoring - develops programs and activities that include and encourage the participation of 
young people, women, and underrepresented minorities in local section activities. 
 
Minority Affairs - develops programs and activities that encourage and support the 
participation of underrepresented minorities in the local section’s activities. 
 
Newsletter/Communications/Webmaster - administers and manages the operations behind 
the local sections newsletter/publication/website, etc. 
 
Nominations/Volunteer Recruitment/Volunteer Recognition - identifies and recruits 
candidates for local section leadership and develops recognition programs for incoming and 
outgoing local section leaders. This person/committee may also be responsible for 
conducting or overseeing the local section’s elections. 
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Programming- manages the local section’s meeting planning, such as the execution and 
organization of local section meetings, meeting content, speaker 
recommendations/selections, etc. 
 
Public Relations- develop programs that focus on areas of public policy in the chemical 
engineering community, both locally and nationally, such as energy, education, research, etc. 
 
Women Professionals- develops and advocates a strong network of women in the local 
section, and oversees that the local section is effective and accommodating in serving its 
members; encourages and supports the participation of underrepresented minorities in the 
local section’s activities. 
 
Young Professionals- identifies the needs and concerns of young professionals, and 
develops programs and resources to respond to those needs. This person/committee may also 
be responsible for creating professional and social networking opportunities for younger 
members/potential members. 
 
http://www.aiche.org/uploadedFiles/LocalSections/Resources/Officer%20Descriptions(1).do
c 
 



 - 20 - 

4.3 ADMINISTRATIVE CALENDAR 

June  • Leadership Development Conference 

• Deadline for ProjectConnect Grant application- June 30 

July • Send officer updates to AIChE 

• Plan fall and spring meeting schedule and distribute programming plans to local section members and 
AIChE 

August • Outreach to new chemical engineers that have moved to your Local Section after graduation 
and invite them to your opening meeting 

September • Quarterly dues reimbursements 

• AIChE reports to IRS on local section tax-exemption 

• Deadline for ProjectConnect Grant application-September30 

• - Deadline for Program Planning Grant application – September 30 

October  

November • Hold local section elections 

• AIChE Annual Meeting 

December • Start planning activities for National Engineers Week 

• Deadline for ProjectConnect Grant application- December 31 

January • Send officer updates to AIChE 

• Receive monthly newsletter from AIChE 

• Write monthly local section newsletter to members of your local section and/or post on your website 

February • National Engineers Week 

• Quarterly dues reimbursements sent by AIChE 

March 
• AIChE Spring Meeting/ 

• Local Sections Committee Meeting 

• Volunteer Leadership Recognition Reception 

• Deadline for ProjectConnect Grant application- March 31 

• Deadline for Program Planning Grant application – March 31 

• Student Regional Conferences- schedule and locations 
http://www.aiche.org/Students/Conferences/regionalconferences.aspx 

• Treasurer’s Report due March 31 
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April • National Volunteer Week 

• AIChE Spring Meeting (see above) 

• Student Regional Conferences- schedule and locations 
http://www.aiche.org/Students/Conferences/regionalconferences.aspx 

• Designate representative to attend the Leadership Development Conference 

• Submit AIChE Annual Report Online 

• IRS filings- April 15 

May • Quarterly dues reimbursements sent by AIChE 

• Report local section dues amount (changes) to AIChE 

• Hold local section elections 

• Submit AIChE Annual Report online 

• Send AIChE local section treasurer’s report 

Ongoing • Periodically download membership lists online and contact AIChE with any updates and/or 
corrections 

• Keep AIChE’s VMA updated on local section activities and highlight any special event 

• Recognize the time and talent of your volunteers 

• Work with local university students; plan student award nights, offer to be a speaker, host a 
career night, etc. 

 
 
4.4 LOCAL SECTION RESPONSIBILITIES TO AICHE 

4.4.1 ANNUAL REPORTS 
Each local section must submit an annual report to AIChE each year by the spring deadline. 
The annual reporting process has been simplified over the years and can now be filled out 
and submitted online at: 
 
http://www.aiche-xtranet.org/aichereport/default.asp?CatID=3 
 
The online annual reporting system also has the ability to archive past local section reports 
which serves as a great resource in aiding new local section officers submit the report as well 
as review and better understand their local section’s history. 
 
Annual reports are a great tool for information sharing between local sections officers and 
AIChE staff. They are an effective vehicle for local section officers to share best practices, 
programming ideas, speaker recommendations, and local section challenges and concerns.  
Submitting an annual report helps staff have a better understanding of each local section’s 
characteristics and situation, and be more responsive to each local section’s needs. Further, 
taking the time to complete an annual report helps the local section reflect back on its 
programming year and identify the year’s successes, shortcomings, etc. For information on 
Annual Reports, contact localsections@aiche.org  



 - 22 - 

4.4.2 OFFICER UPDATES 
Good record-keeping and updates to AIChE staff regarding changes in local section 
leadership and contact information are essential in allowing us to keep up-to-date 
membership lists and maintain healthy communications with local section leaders. To make 
this process as simple for you as possible, there is an Officer Update Form located at  
 
http://www.aiche.org/uploadedFiles/LocalSections/Resources/Local%20Section%20Officers
%20Roster.xls 
 
or you can always email changes directly to localsections@aiche.org or call (646) 495-1332. 

4.4.3 BYLAWS REVISIONS 
Periodically, local section leaders should review their bylaws, amending the bylaws to reflect 
current practices, and submit any proposed changes to the Volunteer and Membership 
Activities department for review. Upon favorable review, the Volunteer and Membership 
Activities department submits the proposed bylaw amendments to AIChE’s Career and 
Education Operating Council for review and approval. 
 
For a copy of AIChE’s model local section bylaws, please see the appendix 
 

4.4.4 LOCAL SECTION ARCHIVES 
Local sections should set up a central and permanent location for all important materials, 
including documents of a legal or tax nature, to be stored and made accessible to local 
section officers. During the transition of leadership, this information should be reviewed with 
the incoming officers so as to help them become familiar with the local section’s history, 
business and level of activity. 
 
A local section’s permanent file should include (but is not limited to): 

• Local section charter and bylaws; 

• Meeting minutes; 

• Financial statements and accounting records; 

• Annual reports and historical documentation; 

• Past officers and leadership history; 

• Local section newsletters, meeting flyers, event announcements, etc; 

• Speaker recommendations; 

• Tax-exempt, legal, and incorporation documents; and 

• Communications, correspondence, and any other pertinent information. 

• Federal Tax Returns 
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4.5 ADDITIONAL ADMINISTRATIVE ADVICE 
 
Effective leadership and efficient administration of a local section is dependent upon clearly 
defined objectives and officer responsibilities. Two good ways to ensure there is a collective 
understanding amongst your local section’s leadership, of what needs to be done, by whom, 
and when, is to have frequent leadership meetings and a leadership handbook. Both resources 
will help guide local section officers in the right direction regarding their respective 
administrative tasks and responsibilities. 
 

5.0 PROGRAMMING 
 
Local section programs are a crucial AIChE member benefit. Local section activities provide 
excellent forums for engineers to make professional contacts and socialize with like-minded 
engineers in their area. Aside from regular monthly meetings, which vary in subject, style 
and format from local section to local section depending on local interests and demographics, 
most local sections participate in: 

• Career development workshops for local professionals or students; 

• Community and education outreach activities, like National Engineers Week; 

• Participation in public forums, classroom visits, and science fairs; 

• Plant and brewery tours, various field trips and social outings, i.e. sporting event, 
family picnic, holiday party, etc. 

• Joint meetings with other professional societies and/or neighboring AIChE local 
sections; 

• One or two-day technical seminars; 

• Continuing education programs; 

• Government interaction programs; 

• Student programs, awards nights, and student chapter interaction; and 

• Programs to attract young professionals; and 

• Webinars 
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5.1 PROGRAM PLANNING TIPS 
 
Determining the type of programs you want to establish in your local section is one aspect of 
programming. However, there are also preliminary steps to take in planning a successful 
program: 

• Poll your membership, formally or informally, to find out what types of programs and 
activities they’d like to attend or participate in; 

• Obtain financial backing from local companies; 

• Ensure you have enough volunteer support and commitment to carry out the program; 

• Set up effective and timely meeting promotion, in writing, online and by word of 
mouth, at least two weeks in advance; 

• Plan in advance and plan diverse programs; and 

• Vary meeting times and locations so as to reach a larger audience. 

 
With increasing demands on our energy and time, it may be beneficial to programmers to 
“think out of the box”, and put greater emphasis on creative ways to attract new people and 
connect more broadly with the local community. This may mean doing more than scheduling 
monthly dinner meetings by investing more time in your local section’s communications, 
such as your newsletter and Web site.  For example, more substantial newsletter and web 
content- such as interviews with employers, career development news/resources, job search 
strategies, company profiles, web seminars, family and financial planning news, etc. - can 
increase local interest and provide immense value to local section members across the board. 
Alternate meeting model example can be found below at Appendix 9.3.6 
 
5.2 MEETING LOGISTICS 
 
The following is a “checklist” of meeting logistics, compiled from suggestions from local 
section programmers over the years. 

• Pre-Registration & On-site Registration (have enough volunteers to work the 
registration process- collect payments, greet attendees, answer questions, distribute 
badges/information packets, etc.) 

• Name Badges (emphasize special groups, i.e. students, VIP, speaker, new member, 
etc.) 

• Meeting Facility (ensure that it is accessible and comfortable for attendees; find out 
about parking restrictions, transportation options, etc.) 

• Membership Display (ensure that there is visual and informative information about 
AIChE and local section membership.) 

• Meeting Agenda (ensure there is a meeting agenda/program guide for programmers 
to follow.) 
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• Welcoming Attendees (introduce new attendees/members.) 

• Promotion (promote membership and promote upcoming meetings and local section 
activities.) 

• Pre-Meeting Social Activities (facilitate networking, set-up a “meet-and- greet” if 
necessary; situate bar/refreshments centrally to draw attendees into the meeting 
environment, etc.) 

• Room Layout (arrive early to check room set-up, including food and beverage, AV 
equipment, signage, etc.) 

• Meeting Attendance and Experience (have a sign-up sheet to keep track of who 
attended and even consider having an exit survey to gauge what the experience was 
like for attendees.) 

• Timing (adjourn at a reasonable hour) 

 
5.3 POST MEETING “TO-DO’S” 

• Thank everyone who played a role, especially volunteers and speaker 

• Announce next meeting and/or other special events 

• Ask people what they thought 

• Send thank you notes to speakers, sponsors, and anyone else who played a role in the 
meetings 

• Send photos and information about the meeting to AIChE’s Volunteer and 
Membership 

• Activities department and post on your website and/or in your next local section 
newsletter 

• Write a brief summary of meeting-attendance, cost, receipts, what worked and what 
didn’t, and bring to the next business or executive committee meeting 
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5.4 PROGRAMMING RESOURCES 
 
The following are some examples of committees and resources that are available and specific 
to the needs of local sections and to enhance and diversify their programming: 
 

5.4.1 The John J. McKetta ProjectConnect Grants for Local Sections 
 
The Project Connect Grants were inaugurated in 2001 to assist local sections with their 
efforts to reach out to students, recent chemical engineering graduates, and new engineers. 
Local sections are encouraged to request funds to help support innovative programs designed 
to increase participation of young graduates transitioning from student to professional. For 
more information, please visit 
 
http://www.aiche.org/LocalSections/Resources/PCGrant.aspx 

5.4.2 Local Sections Committee (LSC) 
The mission of the LSC is to strengthen AIChE's Local Sections through resource 
development, networking, and opportunities for sharing information, with particular focus on 
Local Section officers. Contact localsections@aiche.org for more information about how the 
LSC can enhance your local section activities. 

5.4.3 Minority Affairs Committee (MAC) 
The mission of MAC is to promote activities that will encourage the education and training 
of underrepresented minorities in engineering and related disciplines. Please visit 
http://www.aichemac.org for more information about how MAC can enhance and diversify 
your local section activities. 

5.4.4 Student Chapters Committee (SCC) 
The SCC provides assistance to student chapters; and organizes programming for Annual 
National Student Conference. Many local sections communicate and interact frequently with 
student chapters in the area. For more information, please visit 
http://www.aiche.org/Students/Chapters/Advisors.aspx or contact studentchapters@aiche.org 
or call (646) 495-1332. 

5.4.5 Young Professionals Advisory Board (YPAB) 
The YPAB is dedicated to gaining and maintaining the participation of young professional 
members. The YPAB will foster relationships with young members, employers, and local 
sections to promote increased participation. Contact ypab@aiche.org for more information 
about how the YPAB can enhance your local section activities. 
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5.4.6 Women’s Initiatives Committee (WIC) 
WIC is dedicated to promoting the entry, development, and full participation of women in the 
Institute and the profession. Please visit 
http://www.aiche.org/About/WhoWeAre/Structure/Committees/ViewAll/Women.aspx 
for more information about how WIC can enhance and diversify your local section activities. 

5.4.7 Speakers Corner 
 
http://www.aiche.org/LocalSections/Resources/Speakers.aspx 
 
AIChE's Speaker's Corner consists of a select group of leading experts and outstanding 
communicators who present keynote talks at AIChE Local Section meetings on a range of 
contemporary topics.  Travel stipends of up to $250 are available. 
 
For more information, please contact lowea@aiche.org or call (646) 495-1332. 

5.4.8 Additional Resources 
 
Please visit the following Web sites to find out more about how you can work with other 
local/technical societies on joint programs. 

• American Chemical Society (ACS) 
http://www.chemistry.org/portal/a/c/s/1/home.html 

• American Society for Engineering Education (ASEE) 
http://www.asee.org 

• American Society of Civil Engineers (ASCE) 
http://www.asce.org/asce.cfm 

• American Society of Mechanical Engineers (ASME) 
http://www.asme.org 

• American Society for Engineering Education (ASEE) 
www.asee.org 

• Institute of Electrical and Electronics Engineers (IEEE) 
http://www.ieee.org/portal/site/iportals 

 
• Society of Women Engineers (SWE) 

http://www.swe.org/stellent/idcplg?IdcService=SS_GET_PAGE&nodeId=5 
• Society of Petroleum Engineers (SPE) 

http://www.spe.org 
• Society of Plastics Engineers (SPE) 

http://www.4spe.org 
• National Academy of Engineering (NAE) 

http://www.nae.edu 
• National Society of Professional Engineers (NSPE) 

http://www.nspe.org 
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A diverse collection of local section best practices, including the Career and Education 
Operating Council’s volunteerism best practices, is provided on the AIChE Web site at 
http://www.aiche.org/LocalSections/Resources/BestPractices.aspx 
 

6.0 MEMBERSHIP RECRUITMENT AND RETENTION (COMPILED 
BY LOCAL SECTION OFFICERS AND VMA STAFF 2005) 

 
• Surveys and Data 

Local section officers should periodically survey their membership to identify 
member interests, demographic trends/changes, member needs, etc. This allows the 
local section to plan and provide more relevant programming and often helps increase 
participation. See the appendix for a member survey template and contact the 
Volunteer and Membership Activities Department at (646) 495-1332 or 
localsections@aiche.org for guidance on the preparation of member survey 
questionnaires. 

 
• New Members 

Always make new comers and prospective members feel welcome and comfortable at 
meetings and local section events. This should be a personal responsibility of all local 
section officers. A quick phone call, a welcome letter, an announcement in your local 
section newsletter and at your local section meeting will encourage new members to 
feel comfortable and most likely encourage him/her to come again. Remember: first 
impressions last. 
 

• Communications 

Be able to articulate what it is, exactly, that your local section provides to its 
membership and why it is vital for your membership to stay involved. If you cannot 
communicate the benefits of local section membership involvement succinctly, 
clearly and enthusiastically, then you cannot expect your members (and potential 
members) to understand it intuitively. This should also be a personal responsibility of 
all local section officers. Furthermore, be open about local section dues. Make public 
what, specifically; local section dues’ are used for. This keeps your local section 
members informed and involved and satisfied knowing how their dues payments are 
benefiting them directly. If the local section dues go to the publication of a newsletter, 
building/maintaining a website, employment/career services, contribution to local 
causes/organizations that represent chemical engineers, scholarships and awards, 
meeting planning, speaker fees, local section administration—let your members 
know. 
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• Member Benefits 

Local section leaders sometimes have difficulty articulating the value of AIChE 
membership and answering the question “what’s in it for me?” Next time you’re 
faced with this question, use the following member benefits list to help you answer: 
 

Networking opportunities, such as local section involvement, division/forum 
participation, attendance at national conferences and meetings, to help you build and 
maintain professional relationships; 

• Access to cutting edge information; 

• Members-only database; 

• Affiliation with peers from allied industries, both locally and around the world; 

• Career advancement and support; 

• Leadership development opportunities and professional recognition; 

• Discounts to publications, books and conferences; 

• Subscription to CEP magazine; 

• Free access to Knovel Life Science and Chemical Selections; and 

• Members-only insurance plans and a range of financial products, discounts and 
services. 

Furthermore, hold at least a handful of member discounted (or, if possible, free) 
events (i.e. training courses, dinner meetings, social events, etc.) per programming 
year to further advertise to non-members or prospective members the benefit of local 
section membership. 

For additional guidance on membership recruitment and retention tools and 
techniques, contact localsections@aiche.org or call (646) 495-1332. 
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6.1 MEMBER RECOGNITION 
 
Contact AIChE’s Volunteer and Membership Activities department at vma@aiche.org or 
(646) 495-1332 for a range of information regarding member recognition ideas and AIChE 
awards/certificates that can be used to thank members for their outstanding service to the 
local section. Always consider the following volunteer opportunities: 

• Present a certificate of recognition and a gift to the outgoing local section chair 

• Present a certificate or personalized gift to task force or committee members and 
to volunteers who help organize local section events 

• Thank your guest speakers with a thank you letter and a personalized local section 
gift 

• Recognize area high school students at science fairs and competitions, and for 
excellence in math and science 

• Present scholarships to qualified student members 

• Honor local college students for academic achievement or outstanding entries in 
one of AIChE’s national student competitions 

• Honor members for their outstanding technical accomplishments 

• Host meetings where a local section member’s attendance can be credited towards 
Professional Engineer Requirements 

6.1.1 Fellow Nominations 
Here’s a perfect opportunity for your local section to provide dedicated AIChE members 
with the recognition they deserve. Nominate a qualified member to the grade of “Fellow of 
AIChE.” 
 
This is a special category of membership that identifies and honors members who have made 
a meaningful impact on the profession, in addition to their demonstrated commitment to 
AIChE. 
 
 A listing of current Fellow Members as well as information on becoming a fellow can be 
found athttp://www.aiche.org/About/OurMembers/becomefellow.aspx  
 

6.1.2 Fifty-Year AIChE Members 
When AIChE members reach the fifty-year membership milestone, the local section can 
request a certificate from AIChE  to be presented at a select AIChE event- either a local or 
national level event. 
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6.2 MEMBER RELATIONS OPPORTUNITIES – TBA 
 
6.3 THE COMPANY LIAISON 
 
A company liaison is a local section member designated to promote AIChE local section 
activities and participation to members and non-member in his or her place of work. Through 
its network of company liaisons, local sections maintain a connection with potential members 
and give the local section a personal face in each company. 
Among your officers and active local section members, you will probably find 
representatives from the area’s major companies. Liaisons can be recruited at local section 
meetings and events, or through the local section newsletter. 
 
When there is no active member from a local company, it will be necessary to recruit a 
liaison from the general membership. Use member rosters or contact personnel departments 
at companies to identify members and potential volunteers. Contact these members and ask if 
they are interested in becoming a company liaison. 
 
The potential volunteer is informed that the time and effort involved will be minimal and will 
not interfere with their work. Among the volunteer’s duties will be: 1) circulate and post 
copies of local section news and meeting notices; 2) discuss with colleagues the advantages 
of participating in local section activities, and encourage attendance at for the next meeting; 
3) discuss AIChE member benefits and provide membership literature and applications to 
interested parties; 4) answer questions about the local section. 
 
Some company liaisons organize “lunchtime learning” opportunities at which potential 
members are briefed on local section activities and are personally invited to attend the next 
meeting. 
 
When a member has accepted a role as company liaison, the local section leadership sends 
them a letter of appreciation and “information” including: a list of current local section 
officers and their contact information, AIChE membership literature and applications, copies 
of local section newsletters, bylaws, and the latest local section board meeting minutes, and 
finally, a list of members currently employed at the company. The liaison continues to 
receive communication, recognition, follow up, and support from local section officers. 
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6.4 THE PROFESSIONAL NETWORK- THE GREATEST MEMBER BENEF IT 
 
Local section leaders and members alike tell us that the greatest benefit of AIChE 
membership is the opportunity to meet and affiliate with a diverse population of engineers. 
 
No dollar value can be placed on the network of professional, educational, and personal 
affiliations that form through local section activities and interactions. The opportunities for 
mutual career support, shared expertise, business contact, collaboration, and friendships 
established in each local AIChE community genuinely qualify local sections as the 
“foundation” of the Institute. 
 
As the perfect forum for building a professional chemical engineering network, local sections 
truly define themselves as lifetime centers for engineers- as intended in AIChE’s vision and 
strategic objectives. 
 
6.5 YOUNG MEMBER OUTREACH STRATEGIES 
 
Young engineers- motivated to establish a professional network and to invest in their 
professional development- bring fresh energy and ideas to local sections. Every local section 
needs a strategy to include, nurture, and encourage the involvement of recent graduates and 
young engineers. Please contact the Young Professionals Advisory Board at  
http://www.aiche.org/About/WhoWeAre/Structure/Committees/ViewAll/YPAB.aspx 
for more information and guidelines for organizing your own successful young member 
outreach program. 
 
In addition, AIChE has begun an exciting new online blog/community for Young 
Professionals and all members – http://aiche.chenected.org  
 

7.0 FINANCES 
 
For most local sections, the major source of income is local member dues. Described below 
is the AIChE process for dues collection and remittance. Member dues alone, however, are 
usually not enough to fund all the projects and activities that a local section would like to 
arrange for its members. Local sections will find it beneficial to conduct an occasional 
fundraising event. The following are some common fundraising strategies and best practices. 
 
7.1 DUES ACCOUNTING- COLLECTION AND REMITTANCE 
 
AIChE sends out dues checks to all local sections on a quarterly basis. Dues are calculated on 
actual payments received. Dues collected January – March are sent out in April/May; dues 
collected April – June are sent out in July/August; dues collected for July – September are 
sent in October; dues collected during the last quarter of the year, October – December, are 
mailed in January/February of the following year. For more information about the Dues 
Accounting, please contact localsections@aiche.org or call (646) 495-1332. 
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7.2 CORPORATE SPONSORSHIP AND SUPPORT 
 
Local companies often make financial contributions to local sections- either in the form of a 
donation or as sponsors of a project or event. The best course of action may be to request 
company sponsorship for a specific activity or event- such as an annual student scholarship 
or seminar. 
Contact the contributions coordinator at local companies to find out what support may be 
available. 
Company support can also take the form of low-cost, on-site meeting venues, access to 
speaker and tour facilities, and, of course, endorsement of employee participation in AIChE 
activities. Here are some opportunities for local sections and local companies to cooperate: 

• Continuing education- Make sure to tie in your continuing education efforts to local 
companies. Find out what courses companies want for their employees, and what they’re 
willing to pay for. 

• Scholarships- Corporations are often willing to fully sponsor an annual student 
scholarship program, with good publicity and a tax-deduction as incentives. 

• Vendors- Invite a company vendor to your meeting and provide a display booth for the 
vendor’s wares. Offer the vendor an audience with local engineers in exchange for a 
subsidy to help pay for the meeting, meals, or the pre-meeting reception. 

• Company of the Month- Select a “company of the month” and make it the focus 
organization at your next meeting. Invite company leaders and vendors. The company 
may be willing to sponsor the reception, cover the cost of student dinners, or offer 
another kind of subsidy. 
 

• Volunteer recognition- find out if local companies have a “volunteer recognition” 
program set up which acknowledges the volunteer efforts of company employees who 
donate their time and talents to improving the quality of life in the community. Some 
companies may provide funding to the organization which the employee volunteers. 

 
7.3 LOCAL SYMPOSIA AND CONFERENCES 
 
Many local sections organize mini-meetings, web seminars, symposia, or short courses and 
charge registration fees to sufficiently increase revenue. 
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7.4 APPEALS TO INDIVIDUAL MEMBERS AND LOCAL SECTION ALU MNI 
 
In any fundraising endeavor, personal giving results from one of the following factors: 

• The organization is one with which the donor shares values, experiences, or 
philosophy 

• The organization exists to address a need relevant to the donor 

• The organization is uniquely positioned to respond to that need 

• They were asked 

For these reasons, local section alumni and members of the local engineer’s community can 
be successfully targeted to support activities, especially programs that hold a special interest 
to the member. This may include community relations, educational outreach, K-12 and/or 
college student scholarships, career development programs, or government relations 
initiatives. Because AIChE and its local sections are tax-exempt organizations, such 
contributions are considered charitable and may qualify for tax deductions. 
 
Develop a database of local “VIP’s”—company leaders, founding members, past local 
section officers, and eminent local engineers—and use it to identify potential donors. And as 
always, financial contributors should receive recognition at local section meetings/events, in 
the newsletter and on the local section Web site. 
 
7.5 COLLABORATIVE ALLIANCES WITH COMMUNITY GROUPS 
 
If your local section has already established a community presence or has established 
alliances with community organizations, your fundraising appeals can extend outside the 
engineering community. 
 
By joining forces with business people, opinion leaders, teachers, or community organizers 
who share some of your objectives, you establish groups to pool contributions to support 
your mutual good works. 
 
7.6 A SUCCESSFUL FUNDRAISING STRATEGY – BEST PRACTICES: 

NORTHERN CALIFORNIA’S DIRECT APPROACH (TRANSCRIBED FROM 
THE LOCAL SECTIONS DISCUSSION GROUP ON TOPICA) 

 
Most of Northern California’s fundraising success comes from direct approach of senior 
executives or by having officers who work in highly desirable fields (such as biotech) contact 
vendors who serve that industry. Networking with local section members during dinner and 
approaching them as the first point of contact to get sponsorship may also generate results. 
The best strategy is to establish contact by phone, sell the concept of sponsorship, and follow 
up with a detailed email. 
Several more phone calls may be required. In summary, start at the top of the ladder and 
increase the chance of success. The Northern California local section has been very 
successful in raising funds directly and via technical symposia. 
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7.7 COST CUTTING STRATEGIES 
 
There are many small things that local section leaders can do to cut expenses, without 
decreasing local section visibility or program quality. Some suggestions from AIChE local 
section leaders include: 

• Prepare a careful budget; 

• Find alternatives to full postage and reduce the number of mailings to local 
section members. Use postcards for meeting announcements instead of letters. 
Bulk mail permits are cost effective for some local sections; or announce the 
meetings via email. 

• Maximize and develop your local section’s electronic communications. Post your 
news each week or month on the local section’s Web site- inviting all members to 
bookmark the site and visit more regularly; 

• Subsidize the cost of newsletter printing and distribution by accepting newsletter 
advertising; 

• When organizing an event with food/beverage, tell the restaurant or caterer your 
maximum budget. Most will work with you to give good value for the price. Try 
smaller restaurants and organize more lunch meetings (to avoid higher dinner 
costs.) Many local sections have pizza nights- which are inexpensive and always 
successful; 

• Have a cash bar instead of a host bar; 

• Own or borrow your own AV equipment, instead of renting; 

• Select low cost meeting sites, such as engineering/faculty clubs, schools, 
community centers, company facilities; and 

• Use company contacts to see what support they might offer for mailings, meeting 
sponsorship, speaker travel expenses, etc. 
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8.0 VOLUNTEER AND LEADERSHIP DEVELOPMENT 
 
In addition to their prescribed duties, local section leaders must also ensure the local 
section’s future by nurturing and developing new leaders. A qualified officer candidate will 
be one who has established a strong personal connection with the local section through 
meaningful activity and participation. But how do local section officers move local members 
from passive recipients of local section services to active volunteers and potential leaders of 
the organization?  Here are some ideas: 
 
8.1 THE BENEFITS OF VOLUNTEER LEADERSHIP AND PARTICIPAT ION 
 
Your role as a local section leader provides work experience and enhances skills that are 
transferable to your career. In fact, leadership development is considered a top issue facing 
companies today. 
 
AIChE local section officers are given multiple leadership development opportunities in such 
diverse areas as strategic planning, budgeting, public speaking, communications, project 
management, membership marketing, event planning, and corporate sponsorship and 
fundraising. 
 
8.2 RECRUITING VOLUNTEERS: HELPING VOLUNTEERS CONQUER T HE 

FEAR OF TRYING 
 
Every local section faces the challenge of inspiring members to volunteer time to help make 
the local section successful. 
 
With members’ personal workloads and time constraints, it can be daunting for a potential 
volunteer to consider taking on an assignment, let alone accept a nomination to chair a local 
section, however, there area ways to make the local section’s workload appealing to 
volunteers. 
 
Start by rewriting your local section’s “job descriptions” and make them more function 
specific. No more than a half dozen bullet points should cover each officers’ duties. State the 
time required for each duty. Members who know up front exactly what’s involved in each 
assignment, and how much (or little) time it will take, are usually more willing to volunteer. 
 
Asking a member to run for local section secretary can sound intimidating. Instead, why not 
tell potential volunteers that the local section needs someone to spend one hour per month 
taking notes at the local section board meeting, and 30 minutes a month typing up the notes 
and emailing them to the board. The more specific, the better and clearer the expectations are 
and the more likely the potential volunteer is to say yes. 
 
Instead of searching for a Vice Chair or Program Co-Chair, find a member to act as fall 
meeting room coordinator and someone else for the spring—responsible for locating three or 
four meeting sites. 
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8.3 THE PROCESS OF DELEGATION*- THE KEY TO A SUCCESSFUL  
LEADERSHIP TEAM 

8.3.1 Make delegation part of each volunteer assignment 
Delegation in local volunteer structures is the key to a successful leadership team. You need 
to rely on others to help you produce successful results. Further, delegation significantly 
eases each volunteer’s personal workload, making assignments even more manageable. 
Perhaps, most importantly, new volunteers can be mentored into local section leadership 
without being overwhelmed with a broad responsibility. When you re-write your officer or 
position descriptions to state specific task and time requirements, always include delegation 
as a part of the volunteer’s responsibility. 

8.3.2 Find the right person 
After determining what assignments are sensible to delegate, the next step is finding the right 
person to delegate to. Andrew Carnegie once said: “The secret of success is not in doing your 
own work but in recognizing the right man to do it." The key to finding the right person to 
delegate to is to match skills and personality to the task at hand. Also, asking the person 
where and how they want to expand their skills is another great way to find the right person 
for the right job. 

8.3.3 Communicate what you want done 
 
Another crucial part of the process of delegation is communicating what you want done. 
 
Rather than rush to give "do this, do that" orders, effective delegation consists of explaining 
the WHAT and the WHY. What do you want the volunteer to do and why did you choose 
them to do it? 
 
Before delegating your next local section project or assignment, try composing a WHAT-
WHY statement. These statements will be great guidelines, as well, for new local section 
officers to follow. 
 
When you've polished your WHAT-WHY statement, you're almost ready to delegate. But 
first, prepare answers to these three questions: 

• Who should the volunteer work with on this assignment? Who's available to offer 
help? 

• What resources or tools are available? 

• What's the deadline? 

The final step in communicating what you want done is to gauge the volunteer’s willingness 
to comply. End by asking, "Are you excited about doing this?" or "Do you feel comfortable 
tackling this?" 
 
You might also ask for input on how the individual intends to get started. Example: "How do 
you plan to approach this?" 
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8.3.4 Follow Up 
Establish checkpoints to monitor progress. This discussion should be a collaborative process 
where you reach mutual agreement on how you intend to follow up with the volunteer. 
 
(*Full article titled “How to Delegate Effectively”, located at 
http://www.lawsoncg.com/lcgiarticle_delegate.htm.) 
 
8.4 VOLUNTEERISM: REVIEWING THE BASICS 
 
Get to know people who attend meetings 
Learn their interests, talents, and motivation for participating. Design assignments suitable to 
their interests and talents. 
 
Let members know what jobs are available 
Use available channels of communication to announce the goal and activities of the local 
section. Match the right person to the right task or ask which areas/assignments are of interest 
to the person. 
 
Give volunteers options 
On an invitation to serve, include an option allowing members to say: 
“I’m interested, but maybe next time.” This creates a pool of potential committee members 
for future projects. 
 
Write a job description 
Make it clear what functions must be performed and what the time commitment is. 
Remember to write a WHAT-WHY statement for specific tasks. 
 
Effectively convey the intangible benefits of getting involved 
A member may have the opportunity to practice public speaking skills, network with 
significant new contacts, or may be able to obtain leadership development opportunities. 
 
Hold reasonable expectations 
Put yourself in your volunteers’ shoes. How would you perform under the given 
circumstances? 
 
Follow up and follow through 
When a member offers to help and receives no response or insufficient support and 
instruction, the resulting disillusionment can be destructive to their relationship with the local 
section. 
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ASK! 
The biggest reason why people don’t volunteer is because no one asked them to. In the 
culture of your local section, find out what constitutes “asking.” Sometimes, members don’t 
consider themselves “asked” to serve unless someone has visited with them personally.  
Others prefer the invitation to volunteer to be in writing or specifically to come from the 
Chair. Find out what the preferences of your membership are and ASK! 
 
Create small jobs 
Try to create assignments that are easy for volunteers to accommodate and that can be 
completed in a relatively short time period. 
 
Use task forces as an alternative to committees 
Using short-term task forces also allows for the same volunteers to be “recycled” for more 
than one short-term assignment during the year. 
 
Listen to your members 
Use technology, focus groups, surveys, email, face-to-face dialogue, etc., to reach beyond the 
local section’s board to the general membership, which may have a very different point of 
view. 
 
Reinforce with thanks and support 
Always let volunteers know their efforts are important, recognized, and appreciated. Having 
an ongoing system of recognition and rewards for volunteers ensures greater participation 
and involvement in local section activities. 
 
8.5 LEADERSHIP DEVELOPMENT CONFERENCE 
 
The Leadership Development Conference (LDC), formerly known as the Officers' 
Conference, is one of the most important programs AIChE offers to support, recognize and 
reward the efforts of our volunteer leaders. AIChE local section, division/forum and 
committee leaders from across the country and around the world are invited to join the 
AIChE Board of Directors, Operating Council members and AIChE staff, for an exciting 
weekend of networking, learning and fun. The conference program, workshops and theme 
vary in focus each year; however, every LDC offers a wide array of formal and informal 
opportunities to discuss critical issues facing volunteers such as leadership, programming, 
membership, outreach and communications. Please send a representative from your local 
section to the next LDC. To find out more information, please see http://www.aiche.org/ldc  
or call (646) 495-1330. 
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8.6 AICHE NATIONAL MEETINGS AND CONFERENCES 
 
AIChE National Meetings and Conferences are specifically designed to help AIChE 
members network with one another and stay current on the latest advances in the engineering 
profession. 
 
Encourage your local section members to take full advantage of AIChE membership and 
attend the next AIChE National Meeting. For more information about AIChE Meetings and 
Conferences, please visit http://www.aiche.org/Conferences. 
 
8.7 AICHE VOLUNTEER RECOGNITION 
 
Volunteer recognition, whether through awards, gifts, or words, is an essential part of any 
and every volunteer driven organization. Not only do volunteer recognition efforts make 
volunteers feel appreciated, they also increase public awareness and visibility in the 
community. The Points of Light Institute, http://pointsoflight.org, is an excellent resource for 
anyone involved in volunteer activities and community involvement. The Institute put out an 
interesting report on: “Recognition Programs and Volunteering: Determining the Impact of 
Recognition Programs”, please visit 
http://www.pointsoflight.org/downloads/pdf/resources/research/Frontline4.pdf 
 

8.7.1 National Volunteer Week 
 
Sponsored by the Points of Light Foundation, National Volunteer Week is about thanking 
one of America's most valuable assets – our volunteers – and calling the public's attention to 
all that they do to improve our communities. Participating in National Volunteer Week is a 
great way to publicly recognize your local section volunteers. For more information about 
how to get involved, please visit http://www.pointsoflight.org/programs/seasons/nvw 
 

8.7.2 Media Outreach 
 
Send a press release about your local section activities and the volunteers that make it happen 
to your local government, media and/or community groups to further recognize your 
volunteers in a public forum. For more information about media outreach and for tips on 
writing a press release, please contact vma@aiche.org or call (646) 495-1332. 
 

8.7.3 Awards and Certificates 
 
Presenting your volunteers with awards and certificates is a great way to acknowledge their 
many efforts and promote volunteerism within the local section itself, as well as within the 
community at large. For more information about awards programs and/or to request a 
“Certificate of Appreciation”, please contact vma@aiche.org or call (646) 495-1332. 
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8.7.4 Corporate Involvement 
 
As you know, AIChE has a “Volunteer Recognition Request” form at 
http://www.aiche.org/LocalSections/Resources/index.aspx, available to all volunteers to 
request a letter of recognition from AIChE President to be sent to your boss or others in your 
company, university, or government agency. In addition, many companies have established 
their own volunteer recognition programs, which acknowledge the volunteer efforts and 
community involvement of their employees. Find out if the local companies in your area 
have recognition programs and learn how to get your local section and your volunteers 
involved. 
 
For more information and ideas about volunteer recognition, please contact vma@aiche.org 
or call (646) 495-1332. 
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9.0 APPENDIX 
 
9.1 JURISDICTIONAL REVIEW 
 

9.1.1 Boundary Changes 
Sometimes, local sections opt to change their boundaries. Valid motivations for such include: 

• Creation of more “logical” or uniform boundaries. A local section may relinquish or 
exchange territory (usually entire counties within a state) with a neighboring local 
section to provide a more accessible “home” for region members 

• Response to population or industry location shifts 

• Inclusion of territories not presently represented by any local section 
 
The creation of new boundaries often involves the exchange of territory between local 
sections. 
 
The proposed boundary change is then submitted to the Volunteer and Membership 
Activities department for review and subsequently endorsed by AIChE’s Career and 
Education Operating Council. This endorsement involves approval of revised bylaws for 
each affected local section. 
 
A copy of revised bylaws, stating the boundary change, along with supporting 
documentation, must be submitted. 
 

9.1.2 Business Operations 

9.1.3 Bulk Mail Permits 
 
Local sections work directly with the postmaster to obtain a bulk mail permit. To begin the 
transaction, local sections must first acquire a copy of the Institute’s tax-exempt 
documentation, with a letter stating the local section’s tax eligibility. 
 

9.1.4 Tax-Exempt Income Information 
 
Local sections share in the 501(c) (3) non-profit status of the national organization because 
they share in the national organization’s exempt purpose of educating the public on topics 
relating to chemical engineering, and because they are non-profit. 
 
Because local sections devote almost all of their activities and spending to education, and 
abstain from lobbying, and in no way influence the election or defeat of a candidate for 
public office, the 
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IRS exempts from taxation many sources of revenue needed to fund local section activities. 
This non-profit, educational organization status also allows contributions to the local section 
to be a deduction on the tax returns of the contributors. Additionally, the U.S. Postal Service 
gives reduced postage rates for certain types of mailings. 
 
The IRS’s definition of education is broad, stating that it relates to: the instruction or training 
of the individual for the purpose of improving or developing his/her capabilities; or the 
instruction of the public on subjects useful to the individual and beneficial to the community. 

9.1.5 What forms of income are tax-exempt? 
 
Many sources of revenue are exempt from taxation by the IRS, but not all. Contributions and 
members’ dues are tax-exempt, as are most received revenues, such as fees for seminars and 
symposia. Below are several criteria to determine whether or not a particular source of 
revenue is tax exempt or is “unrelated to the local section’s exempt purpose” and produces 
“unrelated business taxable income” (UBTI): 

• Was the revenue raised through a “trade or business” organized with the “dominant 
hope and intent of realizing a profit,” whether or not a profit was achieved? Since the 
“dominant hope” of publishing a newsletter or running a seminar or symposium is to 
educate, raising revenue sufficient to show a surplus does not create a UBTI. 

• Will exempting the trade or business from taxation rely on an “unfair” competitive 
advantage? The IRS has determined that using the platform of a tax-exempt 
newsletter or magazine to publish ads constitutes an unfair competitive advantage. 

• Was the means of raising revenue passive and therefore not a trade or business? For 
example, investment income is generally considered passive and not UBTI. 

• Was the trade or business regularly carried on with frequency and continuity? Ad 
revenue realized from a monthly newsletter would be considered UBTI, whereas ad 
revenue realized from an annual publication would not be frequent or continuous and 
therefore not UBTI. 

• Was the revenue raised through work and/or sale of merchandise donated to the 
organization? 

Even if your activity does raise revenue from an unrelated activity, it may not have any 
practical impact on your local section. The IRS defines UBTI as revenue from the 
unrelated business activity less expense directly connected with the raising of the 
revenue. If the UBTI is more than $1,000, an IRS Form 990T must be filed, but even 
then, it is possible that no tax obligation will result, as there may be other deductions that 
will offset the UBTI. If this net amount is less than $1,000, you don’t need to file a 990T. 
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9.1.6 Tax-Exempt Documentation 

Once your local section has been included under the group tax exemption, the Volunteer 
and Membership Activities department can provide copies of the Institute’s tax 
exemption letter, and a letter stating your local section’s Employer Identification Number 
– confirming that your local section is included in AIChE’s group exemption. These 
documents are necessary when applying for bulk mail permits, when opening bank 
accounts, when filing Local Section federal tax returns or when applying for local or state 
tax exemption. To request a copy of the Institute’s tax-exempt documentation, and a 
letter confirming the local section’s tax-exempt eligibility, use the Resource Order Form, 
located on AIChE’s web site. 

9.1.7 Federal Tax Returns 
The IRS has recently been mandated by the Pension Protection Act to revoke the tax-
exempt status of any organization that fails to file a Form 990, 990-EZ or 990-N for three 
consecutive years.  Revocation will happen automatically beginning in May 2010.  A 
nonprofit that loses its exemption because of failure to file will have to reapply to the IRS 
for exemption. 

Each Local Section must file its own federal tax return.  AIChE cannot file tax returns on 
behalf of Locals Sections because AIChE doesn’t control the finances of the Local 
Sections, and Local Section revenues and expenses are not reflected on the national 
organization’s financial statements.   

The IRS guidelines for which form to file depend on the group’s gross receipts (total 
amount received from all sources, without subtracting any costs or expenses) for the tax 
year, as follows: 

• If gross receipts are less than $25,000, the group must file Form 990-N.  This is a 
simple electronic filing using an “e-postcard” which should only take a few 
minutes to complete. 

• For tax year 2008, if gross receipts are between $25,000 and $1 million, and total 
assets are less than $2.5 million, the group may file Form 990 EZ.  Note that these 
limits drop in 2009 and again in 2010.  In 2009, the group may file Form 990-EZ 
if gross receipts are below $500,000 and assets are below $1.25 million; for years 
2010 and beyond, the gross receipts limit drops to $200,000 and total assets drop 
to $0.5 million.  If either of these limits is exceeded, the group must file Form 
990. 

• If gross receipts or net assets exceed the limits in 2) above, the group must file 
Form 990. 

Local Sections are also required to file a 990-T if their gross income from unrelated 
business (gross receipts minus cost of goods sold) is in excess of $1,000.   
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9.1.8 State Sales Tax-Exemption 
Tax-exempt laws and eligibility vary widely from state to state and between localities. Local 
Sections should contact their local IRS to inquire into local tax-exemption. The Volunteer 
and Membership Activities department can provide further assistance, as needed. 
 

9.1.9 Newsletter Advertising & the IRS: What Local Sections Should Know? 
By publishing paid newsletter advertisements, local sections can defray the cost of printing 
and distributing the newsletter, while freeing up the dues income for other local section 
activities. The 
IRS has determined that using a tax-exempt newsletter, as a platform to publish ads may be 
an unfair competitive advantage; therefore, advertising revenue is potentially considered 
Unrelated Business Taxable Income (UBTI). Two further criteria that determine UBTI are: 

• The frequency with which paid ads are published in the newsletter 

• The degree to which volunteer labor is used to publish the newsletter 

9.1.10 Frequency of Ad Publication and Use of Volunteers 
The appearance of paid ads in up to three issues per year is not considered frequent or 
continuous trade or business; therefore, that revenue is not considered UBTI. If paid ads were 
published more often, the advertising revenue for that year would probably be considered 
UBTI. 
 
Most, if not all, local sections use volunteers to sell ads for their newsletters; however, if 
your local section pays for a printer to lay out and print the newsletter, you don’t have a 
volunteer-produced newsletter, and your advertising revenue is UBTI. If volunteers handle 
your entire publication process, then your ad revenue is not considered UBTI. 
 
If ads are published frequently in your “non-volunteer” newsletter, and they generate more 
than $1,000 of revenue, the local section must file a Form 990T to report this unrelated 
business income 
 
(Important note – this will also necessitate filing a Form 990EZ). Filing a Form 990T does 
not you will pay taxes. First, you may have a loss from your advertising business; even if you 
make money from your advertising, you probably have a loss from the editorial part of your 
newsletter, which will offset all or some portion of your advertising gains. Let’s go into this 
in more detail. 
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9.1.11 Two Parts of the Newsletter: Advertising and Editorial 
 
The IRS splits a publication into two parts; advertising and editorial, each with its own 
revenues and costs. 
 
Advertising revenue includes the sales of both commercial and classified ads. Advertising 
expenses include solicitation and selling expenses, preparation of ad copy, printing, a portion 
of publication distribution expenses, and a share of general and administrative costs. 
Prorating of costs between editorial and advertising is appropriate (e.g., printing costs are 
commonly apportioned based on lineage) 
 
If advertising produces a loss, this loss can be applied against other UBTI you may have in 
the current year or any time in the subsequent fifteen years. If it produces a gain, all or a 
portion can be offset by losses from the editorial part of the newsletter. 
 
Deducting readership expenses from circulation revenue derives the gain or loss from the 
editorial part of your newsletter. 
 
Readership expenses are the total expenses for your newsletter (including an appropriate 
share of general and administrative costs) less advertising expenses. Circulation revenue 
consists of paid subscriptions and sales of back issues (seldom a concern for local section 
newsletters), plus a percentage of your local section’s due income. This percentage is 
calculated by dividing total newsletter expenses by the sum of the newsletter expenses plus 
all other exempt expenses for your local section. (In most cases, the denominator is the local 
section’s total expense.) 
 
If deducting readership expenses from circulation revenue results in a loss, it can only be 
used in the current year to offset the current year’s advertising gains. 

9.1.12 Liability Insurance 
 
As entities of the Institute, local section activities are covered, to an extent, by the Institute’s 
insurance. However, should the local section sponsor an event with unusual logistics (i.e. a 
large scale meeting, sporting event fund raiser, public open house, family outings, etc.), it is 
advisable to request additional liability coverage. AIChE headquarters will file a request for 
special coverage on your local section’s behalf, and a Certificate of Insurance will be issued 
to the local section. 
 

To receive a Certificate of Insurance, local sections should describe their plans in writing and 
forward a request for insurance coverage to AIChE’s Volunteer and Membership Activities 
department at least one month prior to the event. The request must provide the following 
information: 
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1. A description of the event and location, with comments on special circumstances 
(such as serving of alcohol) 

2. The full legal name of the venue or meeting site (i.e. the business desiring coverage), 
including the name and telephone number of a contact at the business. 

3. The types and amount of coverage requested by the owner of the venue. Talk to the 
meeting site representatives and ask what they require. 

The financial staff member in the New York office will work with AIChE’s member 
insurance agent to obtain a Certificate of Insurance for your local section event. 

http://www.aiche.org/uploadedFiles/DivisionsForums/Resources/'06CertRequestInstIns.pdf 

9.1.13 Alcoholic Beverages and Liability at AIChE Meetings 
Local sections should consider applying for additional liability insurance coverage if they 
plan to host an alcoholic drink reception as part of a local section event. 
 
AIChE’s New York office possesses “Host Liquor” insurance coverage. This allows AIChE 
headquarters or local sections to act as hosts at an event where alcohol is available, without 
the necessity of acquiring a liquor license. 
 
“Host Liquor” insurance covers those situations where the group (AIChE or the local section) 
is not viewed as selling or dispensing alcohol; i.e., when guests at an AIChE event purchase 
alcohol at an on-site bar and bring drinks into the event, or where guests bring alcoholic 
beverages to an AIChE picnic. 
 
If the state or local authorities view the group to be engaged in selling or dispensing alcohol, 
this falls outside AIChE’s “Host Liquor” coverage. Your state or locality may then require 
either a liquor license, or that a special rider is added to the existing liability coverage or 
Certificate of Insurance. 
 
Contact your local or state attorney general’s office to determine what sort of coverage might 
be desirable for your event. AIChE’s financial staff will work with you to provide any 
additional assistance. If there are questions, contact the Volunteer and Membership Activities 
department at localsections@aiche.org or call (646) 495-1332. 
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9.2 GUIDELINES FOR ORGANIZING A LOCAL SECTION 
 
http://www.aiche.org/LocalSections/StartSection/index.aspx  
 
9.3 MODEL LOCAL SECTION BYLAWS 
 
http://www.aiche.org/uploadedFiles/LocalSections/DepartmentUpload/PDF/lsbylawsmodel.p
df 
http://www.aiche.org/uploadedFiles/LocalSections/Resources/Model_Bylaws_Local_Section
s.doc 

9.3.1 Model Local Section Charter 
AIChE National Constitution 
 
http://www.aiche.org/About/WhoWeAre/Governance/Constitution.aspx 
 

9.3.2 Model Member Survey Template 
 
http://www.aiche.org/uploadedFiles/LocalSections/Resources/SectionMemberSurveyTempla
te.pdf 
 

9.3.3 Model New Member Welcome Letter 
 
http://www.aiche.org/uploadedFiles/LocalSections/Resources/LSnewmemberwelcomeletter.
pdf 
 

9.3.4 Model Certificate of Recognition 
 
http://www.aiche.org/uploadedFiles/LocalSections/Resources/LSCertificateofRecognition.pd
f 
 
http://www.aiche.org/uploadedFiles/LocalSections/DepartmentUpload/PDF/Certificate%20s
ample.ppt 
 
http://www.aiche.org/uploadedFiles/LocalSections/Resources/50_year_certs(1).doc 
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9.3.5 2010 Activities Directory 
 
June 4-6, 2009 
Leadership Development Conference 
Kingsport, TN 
 
June 30, 2010 
ProjectConnect Grant Submission 
 
July 31, 2010 
ProjectConnect Grant Announcements 
 
September 30, 2010 
Project Connect Grant Submission 
Program Planning Grant Submission 
 
October 31, 2010 
ProjectConnect Grant Announcements 
ProjectProgram Planning Grant Announcements 
 
November 7-12, 2010 
AIChE Annual Meeting 
Salt Lake City, UT 
 
December 31, 2010 
ProjectConnect Grant Submissions 
 
January 31, 2011 
ProjectConnect Grant Announcements 
ProjectConnect Grant Announcements 
 
March 31, 2011 
Program Planning Grant Submission 
ProjectConnect Grant Submissions 
 
April 30, 2011 
ProjectConnect Grant Announcements 
Program Planning Grant Announcements 
 
 
9.3.6 Alternative Local Section Meeting Models 
 

Local Section Meeting Models 
Prepared by: Lowell Aplebaum, AIChE Staff 
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As new generations of chemical engineers enter the workforce, the structure under which 
Local Sections once functioned has slowly evolved.  Though the traditional, once a month 
dinner meeting with a speaker still exists in many places, it is no longer the only model in 
existence.  Below is a listing of some of the most popular types of programming that 
contributes to the success of Local Sections.  Please note that few Local Sections use one of 
these categories – indeed, most mix and match depending on the needs and appeal to the 
members.  Please direct any questions or comments about the following to 
localsections@aiche.org  

1. Monthly Dinner Meetings with Speaker – Perhaps the most common type of Local 

Section Meeting.  Each month, a different speaker on a topic of interest (from 

technical to soft skills to current event issues involving chemical engineers) presents, 

typically with dinner and/or a social hour for networking.   

2. Half-day Quarterly Symposium – To accommodate those who can not make a 

monthly meeting, once a quarter a half day of activities are planned, typically on a 

weekend.  These programs include a number of speakers, a social component and 

usually at least one meal.  In addition, there can be programmed networking 

sessions, and an occasional corporate sponsor for these, who also is given time to 

present. 

3. Regional Conference – These are usually held once – twice a year, and span the 

course of a weekend.  An expanded symposium of sorts, this may have concurrent 

sessions spanning a number of topics, so attendees can create the ‘meeting’ that 

suits their needs.  Of course, time for socialization, networking and evaluation are 

included.  These almost always have a number of corporate sponsors, and may have 

a more expansive geographic/multi-Local-Section area invited that participates.  In 

addition, some of these will have specific programming for young professionals, local 

student chapters, and opportunities for attendees to volunteer with local K-12 

students.  Planned well in advance, these often require greater logistical 

arrangements (hotels, transportation, etc).   

4.  Joint Local Section Meetings – When geographically convenient, some Local 

Sections will join their meeting efforts with adjoining Sections, and have meetings 

on a rotating basis.  This helps spread the work amongst a great amount of 

leadership, allows for more networking opportunities and gives a better scope on 

the pulse of chemical engineering industry and academia in the area. 

5. Joint Association Meetings – It is not uncommon for AIChE Local Sections to co-

sponsor meetings with like-minded organizations in their area (ACS, IEEE, ASME, 

ASCE, etc).  Typically, there is a speaker presenting whose topic crosses the interests 

of both groups, and as such they will join efforts.  In a number of cases, this is an 

annual of bi-annual occurrence. 
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6. Joint Student Chapter Meetings – Though almost every Local Section encourages 

local student chapters to attend their meetings, providing discounted or free 

dinners, a number of Local Sections have specific meetings each year geared for 

students.  These can include award presentations for the students, presentation of 

posters and/or papers by the students, student chem.-e jeopardy contests, or joint 

plant/brewery tours.   

7. Young Professional Groups – A growing number of Local Sections are encouraging 

their Young Professional members to form a joint Young Professional Group.  These 

YP groups still participate fully in all section activities will running additional 

programs and continuing education sessions geared to those with less experience in 

the field. 

8. Social Meetings – Sports events, picnics/bar-b-ques where members are 

encouraged to bring their families. 

9. Plant/Brewery Tours – Often in conjunction with student chapters, a behind the 

scenes look at the chemical engineering processes in place in a local area 

 
9.3. 7 Procedure for Dissolution/Merger of Local Sections 

 
Procedure for Dissolution/Merger of an AIChE Local Section  

Prepared by: Lowell Aplebaum 
 
As the chemical engineering industry ebbs and flows throughout the various reaches 
of the U.S. and the world, so too does the need for Local Sections change.  What 
once may have been an epicenter of activity may become dormant with the exit of 
just a handful of plants.  While policies are in place, and are updated, for the 
formation of new Local Sections, there is no existing procedure for the dissolution of 
a Local Section or its merger with another. 
 

1. Request for Dissolution/Merger  – A Local Section leader, upon review of the 
potential activity in their Section, and recognizing that it has been dormant or 
struggling for some time, may send a request to localsections@aiche.org for the 
dissolution of their Section, or a merger with a neighboring Section.  If a merger is 
requested, the name of the Local Section to merge with should be suggested and the 
leadership at this active Local Section shall be contacted by the Local Section leader 
to confirm that they agree with the merger. 

a. Recognition of Absence of Leadership by AIChE or th e Local Sections 
Committee (LSC)  – If a Local Section has been without leadership, and 
without activity for at least (5) years, the Local Section associate in the AIChE 
office, or the Local Section Committee may submit a request for the 
dissolution of a Local Section and its merger with a neighboring Section.  The 
submitting party should also suggest an active Local Section nearby for the 
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merger.  The leadership at this active Local Section shall be contacted by the 
Local Section associate to confirm that they agree with the merger. 

2. Inform LSC and CEOC -  The Local Section Committee and Career and Education 
Operating Council will be informed of the request. 

3. A Call to LS Members  – A letter and e-mail shall be sent, signed by the last acting 
Chair of the Local Section if they are involved or the Executive Director of AIChE to 
all members residing in the Local Section boundaries in the AIChE database 
informing them of the intent to dissolve and merge the local section.  An offer should 
be made that if the members desire to keep their Local Section independent and 
active, they are welcome to form a new board of leadership.  They can do so by 
coordinating efforts with the Local Section Associate, reachable at 
localsections@aiche.org .  A deadline of three weeks is given for response to 
indicate interest in seeking others interested in re-energizing the Section.  (See 
Appendix A) 

4. Submission to Local Section Committee  – The Local Section Committee will be 
informed of efforts to reenergize the Section.  If there are no requests from Section 
members to keep the Section independent, the Local Section Committee will vote to 
approve the dissolution of the Local Section in question, or its merger with a 
specified neighboring Section. 

5. Submission to Career and Education Operating Counci l – Upon approval by the 
LSC, the LSC representative to the CEOC will bring the proposal of dissolution or 
merger to the CEOC for a vote of approval. 

6. Report to the Executive Board  – Upon approval by the CEOC, the Executive Board 
of AIChE will be informed of the dissolution or merger of the Local Sections. 

7. Informing Local Section Members  – Upon approval by the CEOC, letters will be 
issued by Executive Director of AIChE and active Local Section Chair informing them 
of their affiliation with the new Local Section and any upcoming activities. (See 
Appendix B and C) 

8. Transference of Funds  – All remaining funds from the dissolved Local Section will 
be transferred to the merged active section.  

9. Update of Internal Records  – AIChE will update its internal maps, database, annual 
report system, etc to reflect the merger of the Sections, while preserving any existing 
records of the dissolved Section’s history. 
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Appendix A: Memo of Intent to Local Sections Member s 
 
To:  Members of the INSERT NAME Local Section 
 American Institute of Chemical Engineers 
 
From: last acting Chair of the Local Section or the Executive Director of AIChE 
Date: 
 
 
The purpose of this letter is to inform you that steps are being taken through the 
AIChE organization to dissolve or merge the INSERT NAME Section.  This action is 
necessary for the following reasons: 

- Poor meeting attendance 
- The loss of previously active Section leaders 
- The number of active members is insufficient to hold meetings or activities 
- The Institute’s mission and objectives have not been served for, at least, the past 5 

years.  There is little to indicate that this will change in the foreseeable future. 

To discharge its responsibilities to its members and to the parent organization, a 
Local Section must actively accomplish the objectives of a Local Section by: 

- Conducting programs 
- Providing services, and 
- Carry out activities which cater to the professional needs of AIChE members on an 

ongoing basis. 

We are sorry that we must take this action to dissolve or merge your Local Section.   
 
The poor attendance at the latest series of meetings or the inability to hold meetings 
is, again, confirmation that the INSERT NAME Local Section is no longer viable for 
the AIChE members in your area. 
 
Should the membership strongly disagree with this course of events, speak up in 
large enough numbers and with commitment by emailing your ideas and/or 
willingness to lead to localsections@aiche.org   The remaining Local Section 
leadership and AIChE staff will respond accordingly. 
 
We need your reply within a three week period (by INSERT DATE).  Please email 
localsections@aiche.org or send you reply by mail to  
Local Section INSERT NAME Request 
AIChE 
3 Park Ave 
New York, NY 10016 
 
 
Appendix B: Letter to Local Section Members Informi ng of Dissolution from 
Executive Director 
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Date: 
 
Dear Member, 
 
We regret to inform you that the leadership of the INSERT NAME Local Section has 
requested that AIChE disband the Section effective INSERT DATE.  The AIChE 
Local Section Committee and Career and Education Operating Council approved 
disbanding the Section, and informed the AIChE Executive Committee at the (date 
INSERT DATE) meeting.  The section leaders cite poor meeting attendance, lack of 
active participation and a resulting inability to fulfill AIChE’s mission and objectives 
as reasons necessitating this action. 
 
Upon this action, AIChE will recommend incorporation of the territories of the defunct 
INSERT NAME Section in, and under the jurisdiction of the INSERT NAME Local 
Section.  We hope you will find it convenient to attend meetings of this or other 
neighboring Sections until such time as a viable Section in INSERT NAME becomes 
a possibility once again. 
 
Sincerely, 
 
INSERT SIGNATURE 
Executive Director, AIChE 
 
 
 
Appendix C: Letter to Local Section Members from Ac tive Local Section Chair 
Date: 
 
Dear Member, 
 
We are happy to welcome you to the INSERT NAME Local Section!  My name is 
INSERT NAME, and I am currently Chair.   
 
We hope that in the coming weeks and months that you will join us for our meetings 
and activities, and become an active part of the INSERT NAME Local Section 
community.  Here is some helpful information about the INSERT NAME Local 
Section: 
 
Our Section website can be found at:  
Information for our next meeting is:  
Our Local Section has regular meetings at:  
Our Young Professional Group is led by: 
Other info/activities: 
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Again, welcome to the INSERT NAME Local Section.  I look forward to meeting you 
in person at our meetings/events.  If you have any questions or suggestions, or 
would like to get involved in our Section leadership, please do not hesitate to contact 
me.   
 
Sincerely, 
 
 
 
 


