Speaker Reimbursement Guidelines. (CINF Division)
1. These guidelines do not take the place of ACS guidelines in this area but are meant to supplement those guidelines with Division specific information.

2. The Division does not pay speakers.
3. The Division will, up to an amount set by the Executive Committee, upon consultation with the Fund Raising Committee, reimburse speakers for appropriate related expenses. The expense will be charged to the appropriate budget lines.

4. The Division will, up to an amount determined by the Executive Committee, provide for the registration of speakers (see ACS definition of sponsored speaker and invited speaker) The expense will be charged to the appropriate budget line.

5. Reimbursements authorized by the Fund Raising Committee for specific sponsored symposium must adhere to the Divisional and ACS.  Exceptions must be duly authorized by the Executive Committee.

6. The Assistant Chair of the Program Committee will inform symposium organizers of the guidelines, funding levels, and the procedures used to provide reimbursements.

7. When such expenditures have been authorized, it will be the responsibility of the Treasurer to implement appropriate disbursement guidelines.
8. If the Division has agreed to reimburse for the cost of registration it will be Treasure’s responsibility to register speakers for registration period through the Division Guest Special Registration Web Site.  Except in extraordinary circumstances, the Division will not reimburse registration fees to the speaker directly.
9. In order to meet federal tax guidelines, the Treasurer will only issue reimbursements once receipts are in hand.

Sponsored Speakers, Registration, procedures (CINF Division).

According to ACS guidelines -- A “Sponsored Speaker” is one who has been invited by the division to speak at the meeting AND whose registration fee will be paid by the division.  An “Invited Speaker” is one who has been invited to speak, BUT whose registration fee is NOT necessarily being paid by the division.  In the former case, the speaker is registered by the program chair or treasurer through the Division Guest Special Registration Web Site.  In the later case, it is the responsibility of the speaker to register for the meeting as an attendee.

· The Assistant Chair of the Program Committee will provide the treasurer the names and email address of the symposia organizers at least 5 months before any meeting or at the time the final program is submitted to the ACS.

· Approximately 3 months before the meeting, the Treasurer will send a request to the organizers requesting appropriate information for speaker registration with a final date for return of information.

· The symposium organizers will reply to the treasurer by the specified date with the required information including:
· Speaker name

· ACS member number or statement that speaker is not an ACS member

· Speaker contact information including email

· Symposia date and title
· The Treasurer will register the speakers, according to ACS guidelines, through the Division Special Guest Registration Web Site.
· Late registration is generally not allowed through the Division Guest Special Registration Web Site.  The Division will not be responsible for late registration fees unless they are individually approved by the Executive Committee.

· The Treasurer will forward a copy of the registration materials to the session organizer and the sponsored speaker.
· The Treasurer will supply a list of sponsored speakers to appropriate division officers and symposia organizers prior to the meeting so problems associated with registration can be addressed at the meeting.
Sponsored Speakers, Travel Reimbursement, procedures (CINF Division).

· Approximately 3 months before the meeting, the Treasurer will send a request to the event organizers requesting appropriate information for speaker registration with a final date for return of information.

· The event organizers will reply to the treasurer by the specified date with the required information including:

· Speaker name

· ACS member number or statement that speaker is not an ACS member

· Speaker contact information including email

· Symposia (or event) date and title
· The event organizer should inform the speaker that receipts will be required prior to reimbursement.

· The treasurer will inform the speakers of appropriate guidelines and forms required prior approximately 2 months before the event.

· The speakers will submit required forms (posted on the web site) within 30 days of the meeting to allow timely disbursements of funds.  Requests for reimbursement later than 30 days after the event may not be honored.

· The treasurer will reimburse speakers within 60 days of the meeting or event, but only after the forms and receipts have been submitted.

