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The Structural Engineering Institute of the American Society of Civil Engineers, Technical Activities Division
Policies and Procedures Manual

This document outlines the general policies and operational procedures of the Technical Activities Division. This information is intended as a guide for officers and members of all division committees to be used in conjunction with the Rules of Policy and Procedure, Constitution, and Bylaws of the Society as published in the ASCE Official Register, with interpretation by the Division Executive Committee.

Approved by the Executive Committee of the

Technical Activities Division on March 2007
A. Organization, Policies, Duties

A.1 Committee Management

A.1.1 Committee Terminology

1. The committees of the division consist of the following:

a. Executive Committee

b. Administrative Committees

c. Technical Administrative Committees

d. Technical Committees

e. Task Committees

f. Subcommittees

g. Ad Hoc Committees

2. An organizational chart is shown on page 7. Committee statements of purpose, membership, and termination dates are published in the Society’s annual Official Register.

3. Executive Committee

The Executive Committee (EXCOM) is charged with managing the affairs of the Technical Activities Division (TAD). The committee reports to the Board of Governors (BOG) of the Structural Engineering Institute.

4. Administrative Committees

a. Awards

b. Publications

c. Structures Congresses Administrative Committee

d. Continuing Education

5. These committees administer the division’s activities in awards, publications, and continuing education.

6. Technical Administrative Committees

Each Technical Administrative Committee (TAC) is charged with assigning, supervising, and reviewing the activities of all committees under it. The TACs of the division are as follows:

a. Analysis and Computation

b. Bridges

c. Concrete and Masonry Structures

d. Dynamic Effects

e. Metals

f. Performance of Structures

g. Special Design Issues

h. Structural Safety and Reliability

i. Wood

7. These TACs and the technical committees under them stimulate research, prepare reports, develop conference sessions, review papers, and otherwise collect and transmit information concerning the analysis, design, and maintenance of structures. The TACs report to the EXCOM.

8. Technical committees

A technical committee is a unit within a TAC. It is responsible for carrying out an assigned charge in a specific area of interest to the parent TAC on a continuing basis.

9. Task committees

Task committees are established to complete a task with a specific object and scope within two years and shall be disbanded at the end of that period unless authorized by the TAD EXCOM to continue.

10. Subcommittees

Subcommittees are established to define tasks, explore new areas of activity, and provide support to any committee. Subcommittees are non-funded committees.

11. Liaison Representatives

The division maintains liaisons with the following organizations on behalf of SEI and ASCE:

a. Applied Technology Council (ATC)

b. American Automatic Control Council (AACC)
c. Structural Stability Research Council (SSRC)

d. Council on Tall Buildings and Urban Habitat (CTBUH)

e. Council on Forensic Engineering (TCFE)

f. International Association of Bridge and Structural Engineering (IABSE)

g. Joint Committee on Structural Safety (JCSS)

12. Liaisons have the responsibility to act as a representative of SEI to these other organizations, particularly on mutually beneficial collaboration. The liaison communicates any important information to the EXCOM for the fall and spring EXCOM meetings. A brief written report is to be submitted to EXCOM in time for the spring meeting every year.
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A.1.3 Control Groups

1. All committees of the division, with the exception of subcommittees, may have certain members designated as the control group. The control group has administrative responsibility for its committee.

2. Only members of SEI and ASCE may serve as control group members.

3. The EXCOM, TAC Awards Committee, and Continuing Education Administrative Committee each shall be considered a control group in its entirety.

4. Technical and task committees are allowed to designate six people on their committee roster as control group members. The members designated as such must be actively involved in performing important committee tasks. Out of these six people, technical committees can designate no more than four to be on a travel authorization form for a meeting. Task committees can designate no more than three people on the travel authorization form. 

5. The control group members can be changed only once a year during the roster update process.
6. These three or four people must be identified on the meeting request form submitted and approved at least 30 days in advance of the meeting. 
7. The TACs can fund only one associate editor per meeting

8.
Travel expense reimbursement for the control group members cannot be changed after the meeting request form has been approved. 
9.
Reimbursements will be processed only after the minutes of the committee meeting have been submitted. 

10.
The EXCOM contact member is an ad-hoc control group member of committees within his/her responsibility but is not included in above counts.

11.
Except as authorized by the EXCOM contact member, travel cost reimbursement shall be made only to control group members and EXCOM contact members. Travel cost reimbursement is described in Section A.3.2.
A.1.4 Executive Committee

1. The Executive Committee (EXCOM) shall consist of five members. In addition, there are two liaison members; two TAD EXCOM liaison members from the Structural Engineering Institute Board of Governors (SEI BOG). Changes in membership composition shall be authorized by unanimous vote of the current EXCOM voting membership.

2. Each regular member serves for five years, the appointment and retirement date being October 1 and September 30, respectively. New EXCOM members are appointed following a review of solicited nominations and vote by the current EXCOM membership. At least one new member shall be appointed each year.

3. The chair of the committee shall be the member serving for the fourth year, unless otherwise agreed to by the committee.

4. The vice chair of the committee shall be the member serving for the third year, unless otherwise agreed to by the committee.

5. The secretary of the committee shall be the member serving for the second year, unless otherwise agreed to by the committee.

6. A vacancy prior to the expiration of the term of any members shall be acted upon by the EXCOM. No members shall be appointed to succeed themselves immediately. The EXCOM shall endeavor to have all four ASCE zones represented in the membership.

7. The EXCOM normally shall meet twice a year, in spring and fall, at locations decided by the committee. At any meeting, four members constitute a quorum.

8. The duties of EXCOM members are summarized in Section A.2.3.

9. Liaison members to the TAD EXCOM from the SEI Board of Governors are nominated by the TAD EXCOM for acceptance by the Board of Governors.

10. The Board of Governors liaison members are not eligible to hold office on the TAD EXCOM. They are eligible to vote on all issues with the exception of the membership and budget of the TAD.

11. A nominee for membership of the EXCOM must be a member of SEI /ASCE. The individual must have advanced the interest of SEI by actively serving on one or more of the TAD technical committees, with added weight given to someone who has also served as chair of a TAC. Nominations shall be made in writing to the EXCOM of TAD, Structural Engineering Institute. A majority vote of the EXCOM shall be required for election.

A. 1.5 Administrative Committees
The membership and chair of administrative committees vary with the committee functions, as explained for each committee.

A.1.5.1 Awards

1. The Committee on Awards recommends recipients for the TAD awards listed in Appendix 1 and submits TAD nominations for other Society awards listed in Appendix 1. Some members of the committee serve on the selection committees for the joint division award listed in Appendix I.

2. The committee shall invite nominations through announcements in the STRUCTURE Magazine, Journal of Structural Engineering, Journal of Bridge Engineering, Practice Periodical on Structural Design and Construction, and ASCE News. In addition, the committees shall solicit nominations for Walter L. Huber Civil Engineering Research Prizes from Administrative and Technical Administrative Committees, and shall solicit nominations for journal paper-based awards from associate editors. A calendar for gathering nominations is included in Appendix I.

3. For TAD Awards, the committee submits all recommendations directly to the designated staff member at ASCE Headquarters.

4. The committee consists of the chair and the four most recent past chairs of the EXCOM. The chair of the committee is the most senior past chair of the EXCOM. The outgoing chair of the EXCOM joins the committee October 1.

5. The committee shall construct an annual awards calendar, showing suggested dates for soliciting paper and individual nominations and for reporting committee selections for awards. This calendar shall be distributed to the EXCOM, technical, administrative, and technical committee chairs. A summary of this calendar is in Appendix I.

6. The committee collaborates with the steering committees for the Structures Congresses in setting up awards luncheons at the congresses.

A.1.5.2 Publications

1. The committee on publications administers the review and approval for publication of papers submitted to the Journal of Structural Engineering, the Journal of Bridge Engineering, and the Practice Periodical on Structural Design and Construction, and establishes such procedures as are necessary to ensure that papers are reviewed promptly and competently.

2. The committee shall consist of the editor of the Journal of Structural Engineering serving as chair, the associate editor(s) of each TAC of the division, and the editors of the Bridge Journal and Practice Periodical on Structural Design and Construction.
3. The journal editors shall be appointed by the TAD EXCOM for three-year terms, which can be renewed. Associate editors will be appointed by the journal editor, with the advice and consent of the cognizant TAC chair.

4.
Editors-in-chief, editors, co-editors, associate editors, and participants on editorial boards (excluding reviewers) of Society journals must be members in good standing of ASCE or an Institute of ASCE. Any exceptions to this requirement shall only be made with the authorization of the EXCOM. 

5. Each Chair is asked to submit news articles on committee activities to SEI Update, ASCE News and the Web page
A.1.5.4 Continuing Education

1.
The Committee on Continuing Education is charged with the development of a program for delivery of practically oriented continuing education courses and seminars to assist structural engineers in maintaining and improving technical competence.

A.1.5.5. TAD Representative to Local Steering Committee of Structures Congresses

Responsibilities of the Technical Activities Division Representative to the Local Steering Committee of Structures Congresses, October 25, 2004
For each Structures Congress, the Executive Committee of the TAD shall appoint an individual to serve on the Local Steering Committee (LSC). The responsibilities and duties of this representative are as follows:

1. To participate on the LSC as a full and active member in helping to organize the congress. As such, some of the activities in which the representative may be involved are as follows:

a. Development of the “call for papers” for the congress

b. Organization of the technical program of the congress

c. Promotion and marketing of the congress

d. Identification and selection of the plenary speaker and awards luncheon speaker

2. To actively encourage the committees within the TAD to organize and submit requests for sessions.

3. To champion the session requests submitted by TAD committees within the LSC.

4. To keep the committees within the TAD informed of the progress of the LSC and serve as their first point of contact for questions.

5. To keep the Executive Committee of the TAD informed of the progress of the LSC and bring to their attention any issues or concerns that may arise.

A.1.6 Technical Administrative Committees
Technical Committees and Task Committees

1. The TACs are composed of a chair, the chairs of the administered technical committees, and an associate editor. Under exceptional circumstances, additional associate editor(s) may be approved by the TAC chair for membership on the TAC. Only one associate editor can be funded for a meeting.

2. Technical committees and task committees are composed of a chair and as many other members as the chair and the TAC chair may wish to appoint.

3. Establishment of new technical committees and task committees and one-year extensions for existing task committees must be approved by the EXCOM.

4. Appointments of members to technical committees and task committees must be approved by the TAC chair.

5. Appointments of chairs for technical committees must be approved by the EXCOM contact member.

6. Appointments of chairs for TACs must be approved by the EXCOM.

a. Appointment of a new chair to a TAC shall be through the following steps: The current chair of the TAC in consultation with the EXCOM contact member presents a nominee for consideration and vote by the members of the TAC. The resulting candidate is then presented to the EXCOM for review, approval, and appointment.

7. Appointment letters shall be written by the following:

a. New members of a committee—Committee chair writes appointment letter.

b. New chair of a committee—TAC chair writes the appointment letter.

c. New TAC chair—EXCOM chair writes the letter.

d. New EXCOM Member—EXCOM chair writes the letter.

8. Letter of thanks

Committee chairs are encouraged to write letters of thanks when a member’s term on a committee is complete.

EXCOM chair writes letters of thanks for departing TAC chairs.

A.1.7 Subcommittees

1. Committees may establish subcommittees to perform specific functions. If the subcommittee is to be listed in the Official Register, its statement of purpose must be approved by the EXCOM contact member.

2. The chair of the parent committee shall appoint the subcommittee chair and approve its membership.

A.1.8 Joint Committees

1. Joint committees are formed through agreements with other technical organizations when cooperative efforts are determined to be in the best interest of the profession.

2. Appointment of committee members and chairs shall be made jointly by the two organizations. Terms of service shall be those specified by the TAD EXCOM unless a mutually acceptable, written agreement is made by the TAD EXCOM and the cooperating organization. Chairs shall be members of both cooperating organizations.

3. Joint committees may form control groups in accordance with Section A.1.3

4. Alternate meetings of joint committees shall be held at an SEI or ASCE sponsored meeting or another location approved by the EXCOM contact member.

5. Reports and other materials prepared by a joint committee for publication shall be published through arrangements previously approved by the EXCOM, which will result in approximately half of the materials being published through ASCE.

A.1.9 ASCE-ACI Joint Committees

With the American Concrete Institute (ACI), the following special procedures were developed in consultation regarding the organization and operation of the TAC on Concrete and Masonry Structures. All committee under this TAC are joint technical committees with ACI over the period 1988 to 1990.

1. The TAC shall be composed of the chair, the chairs of the administered committees, and a publications secretary.

a. The chair of the TAC shall be recommended by the TAC, endorsed by the EXCOM contact member, and approved by the EXCOM.

b. Chairs of the joint technical committees shall be recommended by the TAC chair acting in conjunction with ACI. Chairs will then be approved by the EXCOM contact member.

c. The publications secretary shall be recommended by the TAC chair and approved by the chair of the Committee on Publications.

d. Members of a joint technical committee shall be recommended by the chair of the committee in conjunction with ACI and approved by the chair of the TAC.

2. The control group of the TACs shall be formed in accordance with Section A.1.3.

a. Terms of service of the control group members of the TAC shall be as defined in Section A.2.2.

b. Travel-cost reimbursement will be provided for meetings of the control group members of the TAC in accordance with SEI and ASCE procedures.

c. Travel-cost reimbursement will not be provided for meetings of the joint technical committees.

3. Any joint technical committee having a continuing function shall be listed in the ASCE Official Register. The establishment of the committee and its purpose statement must be approved by the EXCOM.

4. The TAC meetings shall be held at a location approved by the EXCOM contact member.

5. Coordination with ACI of the joint technical committee membership, term of membership, and activities shall be handled by the TAC.

6. The chair of the TAC shall be responsible for timely reporting to the EXCOM contact member on membership changes, activities, and adjustments in the joint technical committees under its jurisdiction. Reimbursement of the TAC’s operating expenses can be made in accordance with Section A.3.3.

7. Joint technical committees are encouraged to participate equally in the technical sessions of ASCE and ACI. The publication services of ASCE and ACI should be used for committee reports and technical papers.

A.2 Committee Membership and Duties

A.2.1 Policies for Committee Members

1. The aim of committee activity is to produce results of value to the members of SEI. Committee members shall therefore be selected for their competence and the contribution they can make to committee activity. It shall be clear in appointing members that they must serve as individuals and not as representatives of special interest groups.

2. Committee members must be willing to devote substantial time and effort to committee activity. Inactive members shall be removed from committee membership.

3. The opportunity to engage in committee activity shall be made available to as many qualified members of the Society as possible. Qualified members shall be added on a timely basis, per B.2.1.

4.
Only members of SEI/ASCE can join technical or other committees.

5.
No individual shall serve simultaneously on more than three technical committees of the division, without approval from the TAD EXCOM.

6.
Members of SEI at all membership levels shall be appointed to committees taking into account their interest, aptitude, and experience. 

7.
The Technical Activities Division does not have student members.

A.2.2 Terms of Office

1. 
The usual term of membership on a technical committee (including subcommittees) of the division shall be six years. The usual term of a technical committee member who serves as chair shall be extended to nine years. After completion of a term of service, and after a two-year absence from committee service, a member may be reappointed to the committee. This section does not apply to ASCE-ACI joint technical committees
2.
The term of office for the chair of a TAC or technical committee shall be three years. This term may be extended, with approval of the EXCOM, for a period of one year, but the total term as chair shall not exceed four years; nor shall service as chair be extended if service on a control group would exceed six years.

3.
Service on the control group of a committee shall be limited to three years, except that service as chair may extend service on a control group up to six years.

4.
Letters of appointment to committees shall include the effective date of appointment and date of expiration of committee membership. The date of appointment normally will be October 1. Committee chairs write appointment letters for members of his/her committee. A copy of the letter shall be sent to the TAD coordinator and TAC chair.

5.
Once a year the SEI committee rosters are updated by the committee chairs. The SEI sends instructions along with the current roster to the committee chairs for this purpose. The committee chair sends the updated roster to the TAC chair for approval and to SEI staff for processing. 

6.
The term of office of a committee chair may be terminated by the EXCOM when a new chair is needed to stimulate committee activity.

A.2.3 Duties of Executive Committee Members

1. The major tasks of the members of the EXCOM are summarized by year of service:

First Year

a. Serve as contact member to a number of Administrative and Technical Administrative Committees

Second Year


a. Serve a contact member to a number of Administrative and Technical Administrative Committees

b. Serve as secretary of the EXCOM

Third Year

a. Serve as contact member to a number of Administrative and Technical Administrative Committees

b. Serve as Vice Chair of the EXCOM

Fourth Year


a. Serve as contact member to a number of Administrative and Technical Administrative Committees

b. Serve as chair of the EXCOM

Fifth Year

a. Serve as contact member to a number of Administrative and Technical Administrative Committees

b. Serve on Awards Committee

2. All members of the EXCOM shall be designated as contact member for one or more Administrative and Technical Administrative Committees of the division, and will serve the same committees for their full five-year term.

3. Contact members have the following duties:

a. To approve the chairs of Technical Committees;

b. To report the formation of subcommittees;

c. To keep the EXCOM informed on committee activity;

d. To ensure that the policies and procedures of the Society, SEI, and the division are observed;

e. To encourage communication among division committees, between division committees and the EXCOM, and between the TAD and other SEI divisions, ASCE Institutes, and Council;

f. To stimulate committee activity and new initiatives;

g. To recommend to the EXCOM candidates for appointment as chair of Administrative and Technical Administrative Committees;

h. To report to the EXCOM on the need for establishing new committees or disbanding existing committees;

i. To review committee reports and to make recommendations to the EXCOM regarding approval for publication; and

j. To notify TAC chairs regarding special project disposition.

4. The duties of the chair of the EXCOM are the following:

a. To supervise the technical activities and budget of the TAD, and with the advice and consent of the EXCOM, to prepare new technical initiatives and proposals, review and advise on technical work in progress, stimulate current committee activity, and terminate nonproductive activities;

b. To represent TAD and summarize its activities at the annual meeting of the SEI Board of Governors; 

c. To chair the meetings of the TAD EXCOM; and

d. To write letters of appointment for new TAC chairs and new EXCOM members.

5. The duties of the vice chair of the EXCOM are the following:

a. To send a letter to TAC chairs requesting nominations for the O.H. Ammann Research Fellowship every year;

b. To announce nominations for the O.H. Ammann Research Fellowship and recommend a candidate for EXCOM approval, provided a suitable recipient has been identified;

c. To solicit proposals for special project funding from TACs within the division and arrange for their review and recommendations on disposition; and

d. To conduct an annual review of the TAD Policies and Procedures Manual, and recommend revisions for EXCOM approval.

6. The duties of the secretary of the EXCOM are as follows:

a. To attend all meetings of the EXCOM and record detailed minutes of the meeting;

b. To distribute copies of the minutes to the EXCOM for review within 30 days after each meeting; and

c. Prepare agendas for EXCOM meetings.

7. Duties of the past chair:

The past chair will develop and submit an annual report to the SEI Board of Governors. The report will be based on the accomplishments from the year in which he/she was chair. It will be submitted to the Board of Governors prior to the spring meeting, and will also be provided to all other divisions of SEI for information.

A.2.4 Duties of Technical Committee Chairs

1. Committee chairs are charged with stimulating and supervising the activities of their committees. The success of the division’s activities depends on their industry and imagination.

2. Committee chairs have the following responsibilities:

a. To lead the committee in technical and administrative matters including developing a plan for the committee, implementing the plan in a specific time frame, and stimulating new ideas;

b. To be energetic in stimulating committee activity, particularly by assigning specific tasks of appropriate scope and duration to committees and committee members;

c. To evaluate the productivity of committees and committee members, and where necessary, to recommend that unproductive members be removed from committee membership.

d. To call meetings of the committee, ensuring that the need for meeting is clear and that the meeting will be productive, and to distribute the minutes of the meeting (see Appendix II for a model agenda).

e. To ensure good communication within the committee, with other committees of the TAD, and with committees of similar interest in other SEI divisions and ASCE Councils and Institutes.

f. To ensure that accurate and complete records of committee membership are maintained. This shall include the yearly update of committee rosters from SEI staff.

g. To keep the EXCOM contact member well informed of committee activities, and when requested, to produce brief written summaries and statistical reviews for the information of the EXCOM.

h. To take an active interest in ASCE section and branch activities, soliciting suggestions from sections and branches for improvement of the services offered by the TAD.

i. To assist associate editors in maintaining up-to-date lists of competent reviewers, and as far as possible, to ensure that reviews are completed in time.

A.2.5 Duties of TAC chairs

1.
TAC chairs are charged with stimulating and supervising the activities of the committees within their TACs. They have administrative and leadership responsibilities as they coordinate the activities of the technical committees and communicate with EXCOM.

2.
TAC chairs have the following responsibilities:

a. To coordinate the activities of the technical committees, through communication with committee chairs and EXCOM.
b. To be energetic in stimulating committee activity, particularly by encouraging committee chairs to pursue productive and worthwhile missions.
c.  To critically evaluate the mission and productivity of technical committees and, when necessary, to recommend that committees modify their missions, find new leadership, reconstitute, or disband.
d.  To explore the overall scope of the TAC and recommend the formation of new committees to fill vacancies concerning areas of timely interest to the profession, and which are not addressed adequately.
e.  To call and conduct three conference calls a year with the members of the TAC. These calls are to update the product tracking sheet, discuss status of projects being developed by the committees, discuss new projects, attend to administrative issues, and handle any existing problems. Minutes of these calls shall be distributed to the TAC and SEI staff.
f.  To maintain the product tracking sheets for the TAC, ensuring that they are updated after each conference call and in advance of the EXCOM spring meeting.
g.  To call an annual meeting of the TAC (usually at the Structures Congress) for coordination of the committees and to discuss major initiatives within the TAC.  Minutes of these meetings shall be distributed to the TAC and SEI staff. 

h.  To encourage committee chairs to maintain good communication and coordination among committees with similar interests in other SEI divisions and ASCE Councils and Institutes. 

i.  To keep the EXCOM contact member well informed of committee activities, and when requested, to produce brief written summaries and statistical reviews for the information of the EXCOM.
j.  To prepare an annual report on the activities of the technical committees in the TAC and a budget request for each committee, in advance of EXCOM spring meeting that usually takes place at the Structures Congress.  The annual report should also included an updated product tracking sheet, and a report on the actions of the TAC chair regarding formation of subcommittees, approval of rosters, and other matters.
k.  To compile committee requests for funded activities consistent with the budgeting process described herein, and submit these requests to SEI staff in advance of the EXCOM spring meeting. 

l. To ensure that committee chairs maintain accurate and complete records of committee membership.  Specifically, encourage committee chairs to forward updated rosters to SEI staff immediately following the Structures Congress.
m.  To recommend new chairs for technical committees.
n.  To approve new members of technical committees 
o.  To approve committee requests for specific funded meetings, consistent with committee activities and meetings authorized by EXCOM. 
p. To approve the formation of subcommittees.
q.  To take an active interest in ASCE section and branch activities, soliciting suggestions from sections and branches for improvement of the services offered by the

A.2.6 Duties of Associate Editors

The duties of the associate editors of TACs shall be as follows:

a. For papers submitted for publication in the Journal of Structural Engineering & Journal of Bridge Engineering, supervise the review of papers assigned to their committees, including the selection of competent reviewers.

b. Keep records of all papers received for review, including date of receipt, reviewer’s names, dates sent to reviewers, and reviewer comments.

c. Establish procedures to ensure that reviewers complete the appropriate reviews promptly and thoroughly.

d. Maintain a list of reviewers who serve each year and track their performance.

e. Serve on the Administrative Committee on Publications of the division.

f. Remove from the list reviewers who are regularly unable to complete reviews within reasonable time limits.

g. Advise the editors of the Journal of Structural Engineering and Journal of Bridge Engineering on controversial and non-routine matters related to the review of papers for the journal.

h. Submit titles of potentially award-winning papers to the Committee on Awards.

i. Assist the editors in providing necessary information to new associate editor(s) to ensure a smooth transition.

A.3 Committee Meetings

A.3.1 Approval of Committee Meetings

1. Committees shall meet as necessary for the effective conduct of their activities subject to availability of funding, approval of the TAC Chair, and satisfactory Committee activity levels one committee meeting a year can be funded. Additional meetings may be funded with adequate justification, appropriate activities and approval of EXCOM.

2.  Committee meetings for which travel reimbursement is to be paid shall be approved upon submittal of an agenda (Appendix II) and the committee meeting request form (See Appendix IV).

3. Approval is not required for a committee meeting for which travel reimbursement is not required. However, the parent committee chair and the EXCOM contact member must be notified of such a meeting.

4. Committee meetings shall be open to any member of SEI and the Society.

5. Minutes of prior meetings must have been received by the EXCOM contact member (and SEI staff) before approval of a subsequent meeting.

6. Meetings held by telephone conference calls are encouraged.

A.3.1.1 Authorizations of Committee Meetings

Procedures for Holding a Funded Meeting

1. Set a date.

2. Complete the meeting request form (get this form approved by TAC chair ).

3. Once the form has been approved, it goes to staff.

4. Make sure the control group members are listed.

5. Send a copy of the agenda for the meeting with the form.

6. Once staff has the form and all the approvals, they will prepare the travel authorization form.

7. The travel authorization form is sent to the control group listed for that meeting.

8. Most of this can be done via e-mail.

9. The above must be completed prior to a meeting.

10. The activity that will be accomplished must have been approved in the new budget process.

Procedures for Holding Meetings at the Annual Structures Congress

1. Follow the same process but add a step.

2. Reserve a meeting room with the form sent out in advance of the Structures Congress. You must submit this form on time if you want a place to meet.

3. Be sure to complete the meeting request form.

4. Call staff if you have any questions.
A.3.2 Travel Reimbursement

1.
Travel cost reimbursement is made only to the control group members and EXCOM contact members authorized for reimbursement.

2.
Authorization is subject to the availability of budgeted funds.

3.
When staff members receive an approved SEI TAD funded committee meeting request, SEI staff will compile a committee meeting authorization and reimbursement request form and send it to the individuals authorized for reimbursement.

4.
After the meeting, individual reimbursement requests are sent to the committee chair. The chair then forwards the total committee reimbursement request to SEI staff for processing.

5.
Travel expenses will not be reimbursed until the meeting minutes are submitted to the EXCOM contact member and SEI staff.

6.
Receipts must accompany all reimbursement claims.

7.
Reimbursement claims must be submitted to SEI Headquarters within 30 days of the meeting or by September 25, whichever date occurs earlier. If claims are not submitted within 30 days, the money may be moved to support another activity within TAD without notice. The fiscal year is October 1 to September 30.

8.
A maximum total authorized amount is specified for each meeting. Total reimbursement is not guaranteed. 

9.
To the extent possible, meeting locations should be selected to assure minimum expense to the SEI. However, the least-cost provision does not apply when the meeting is held at a Structures Congress, specialty conference, or other major meeting of SEI.

10.
Meetings should be scheduled to take advantage of lower cost air-fare alternatives that may be available on weekends or selected weekdays.

11.
Reimbursement typically constitutes transportation, a per diem toward food or lodging, and miscellaneous local ground transportation. Full reimbursement is not likely.

12.
If a control group member attends other meetings for which travel support is available at the same time, one additional per diem may be claimed (if available) for each additional meeting attended if on different days.

13.
Travel costs will not be reimbursed for trips totaling less than 100 miles round trip.

14.
Official rules pertaining to ASCE committee travel authorization and reimbursement are detailed within “ASCE Register, Article VII, Item 10.” (Consult the ASCE Official Register).

A.3.3 Reimbursement of Committee Operating Expenses

1.
The individual benefits of committee membership are substantial, and Institute staff members expect that committee members or their organizations can absorb the costs of day-to-day committee operation. However, the Institute will make reasonable reimbursement for postage, copier, and telephone expenses, including telephone conference meetings, provided adequately documented requests are made to Headquarters and funding is available. Conference members must obtain approval from the TAC chair prior to spending the money, and staff must be notified so proper accounting can take place.

2.
Reimbursement cannot be made for rooms rented for committee meetings. However, if committee meetings are held in conjunction with a meeting of the Institute, a meeting room request form must be submitted to staff along with the meeting request form. 

3.
Salary costs for committee personnel or their supporting personnel engaged in committee activity are not reimbursed by the Institute.

B. Procedures

B.1 Establishment of Committees

B.1.1 Administrative and Technical Administrative Committees

The formation of new Administrative Committees or Technical Administrative Committees (TACs) must be approved by the EXCOM.

B.1.2 Technical Committees and Task Committees

An Administrative or TAC may recommend to the EXCOM the formation of a new technical committee or task committee under its direction. Such recommendations must be documented by the following:

a. A brief formal statement of purpose

b. A description of the anticipated activity

c. A statement justifying the need of the activity

d. Discussion on the relation of the proposed committee to existing committees in the TAD and other divisions or councils of the Society, including contracts made with related committees to insure the efforts are not duplicated

e. A recommendation for the chair of the proposed committee and all control group members

A task committee is expected to complete work within two years. A one-year unfunded extension may be granted by the EXCOM contact member.

A new committee proposal form is included in Appendix IV. New committee recommendations are transmitted to the EXCOM through the committee’s contact member. See section A.1.8 and A.1.9 for joint committees.

B.1.3 Subcommittees

Committees may establish subcommittees to perform specific functions. Any committee may form a subcommittee within its membership. Formation of a subcommittee requires the notification of the parent committee and all committees up to and including the EXCOM. If the subcommittee is to be listed in the Official Register, its statement of purpose must be approved by the EXCOM contact member. The chair of the parent committee shall appoint the subcommittee chair and approve its membership.

B.2 Appointment of Committee Members and Chairs

The application to join a technical committee, task committee, or subcommittee is found on the SEI web page at http://www.seinstitute.org/committees/tadjoin.cfm. After you complete the application, it will go through the approval process and you will be notified of the results. The term on a committee is for three years starting October 1. 
1. No one can join a committee without completing the committee application form.
2. Committee chairs are updated once a year during the yearly roster updates. 
3. The chair of the committee shall send the new member a copy of the latest minutes and a committee roster.
4. Student members of ASCE are not eligible for SEI or TAD committee appointment.
B.3 Distribution of Minutes 

B.3.1 GENERAL

1. If official minutes are not distributed within 30 days of the meeting, draft copies should be sent to committee members within that time limit.

2.   Copies of committee minutes shall be sent to the following:

* Members of the committee

* SEI staff

* EXCOM contact member

         * Chair of the TAC

2. Extract of minutes—A brief summary of the meeting activity, suitable for publication in ASCE News, shall be sent to the staff.

3. Correspondence between EXCOM members and correspondence emanating from a member of the EXCOM to Society Headquarters should be distributed by direct copy to all other EXCOM members. Other correspondence deemed important may be distributed to other members of the committee.

4. Committee correspondence to the EXCOM involving an Administrative and Technical Administrative Committee must have direct copies to the EXCOM contact member and SEI staff included in the distribution.

5. Internal committee correspondence involving committees should include a direct copy to the EXCOM contact member in the distribution.

B.3.2 EXCOM MINUTES
1. The EXCOM secretary prepares the initial draft of the minutes and distributes them to EXCOM and the SEI staff present. 
2. The secretary incorporates any changes suggested by EXCOM and SEI staff and distributes the final draft of the minutes to EXCOM and SEI staff. 
3. EXCOM members respond to the secretary within two weeks of distribution of the final draft of the minutes with any further suggestion for changes. The secretary sends out an e-vote on the final minutes. 
4. Approved minutes then get distributed by staff.

Copies of EXCOM minutes shall be sent to the following:

a. EXCOM Members

b. SEI staff

c. Chairs of administrative, technical administrative, and technical committees

d. SEI Board of Governors

e. Codes and Standards Activities Division (CSAD) representative to TAD

f. Business and Professional Activities Division and Local Activities Division EXCOM
g. Invited EXCOM Meeting visitors

5.
The secretary also drafts a summary of the minutes for publication in the SEI E-Newsletter.
B.4 Publications

B.4.1 Review of Papers

1. Papers submitted for publication in the Journal of Structural Engineering, Journal of Bridge Engineering, and Practice Periodical on Structural Design and Construction are received by ASCE Headquarters and then transmitted directly to the journal editor or associate editor of the TAC involved. The associate editor is responsible for the conduct of the review and transmittal of the review results back to Headquarters.

2. General policies regarding review and publication are established by the editor of the journal. Special problems, such as complaints from the authors of rejected papers, should be referred to the division’s Committee on Publications.

3. Appeals of decisions of the division’s Committee on Publications shall be addressed to the TAD EXCOM.

B.4.2 Overlength Papers

1. If a paper for the Journal of Structural Engineering is over the established limit for such publications, ASCE Society Headquarters will notify the author and suggest that the paper be shortened.

2. If the author chooses, the paper may be resubmitted as an “over length” paper. Reviewers are advised of this status and instructed to recommend publication only if, in their opinion, the paper is of sufficient quality and importance to justify a length waiver.

3. Before a length waiver is approved by the Committee on Publications, endorsements must be obtained from each of the following:

a. Journal editor and the chair of the TAD Publications Committee

b. The TAD EXCOM

B.4.3 Special Publications

1. The Society and Institute classify “special publications” as single volumes that may be proceedings of a conference, a committee report, or proceedings of a conference or convention session. Written approval from the TAD EXCOM is required for publication.

2. TAD committee reports must be approved prior to publication by all TAD committees above the one producing the report. Each committee is expected to conduct a thorough review of the report by its complete membership followed by a formal vote. Publication follows EXCOM approval.

3. The publication mode for a committee report is typically a single volume. However, publication may take the form of a journal paper, an article in Civil Engineering magazine, etc. The publication mode is recommended by the EXCOM to Headquarters publication staff.

4. If a committee report is published outside one of the SEI TAD Journals, an announcement consisting of the abstract of the report and a call for discussion shall be published in that journal at the time the report is issued.

B.4.4 Manuals and Reports of Engineering Practice
Manuals of practice require an extensive peer review prior to publication. Typically the EXCOM appoints a “blue ribbon” committee composed of experts who are not involved with the writing to act as a review committee. Publication follows EXCOM approval and ASCE Publications Committee approval.

Footnote to B.5.3 and B.5.4—A complete guide of ASCE Publication Policies is available and should be obtained by any chair whose committee is involved with the preparation of a committee report or manual of practice.

White Paper

A white paper is a review or compilation of information on a single topic, usually issue-oriented. A white paper compiles the background to a question of common interest in the field so that everyone has the same set of information. White papers are often written by a single author, but can be a committee effort. The paper could be any length that covers the topic but is usually 100 pages or less. These papers may be fairly informal, and the goal is usually not a "final" publication.

Monograph

A monograph is usually defined either as (1) a manuscript on a single topic or (less frequently) (2) a work by a single author. The monograph can be anywhere from pamphlet to book length.

Guideline

A guideline is a presentation of best practices in an area, almost a recipe or checklist or outline that includes all the things that should be considered when dealing with a topic. Guidelines are not as formal as a standard paper and are generally short and to-the-point.

Committee Report

A committee report is any written document that comes out of a committee (group-authored or group-approved) setting. Committee reports are usually more formal than a white paper and have the goal of answering a question or a range of technical issues, instead of just compiling background information.

Manual

A manual is like a guideline, but with a much more detailed discussion of the topics outlined in a guideline. The manual should convey “expert" advice, not just someone's opinions.

Standard

A standard is a rigorous presentation of topics—a consensus on best or required practices that might even carry the force of a legal requirement for working in a particular area.

B.4.5 Complimentary Publications

Each contributing author to a Special Publication or a Manual of Engineering Practice shall be entitled to receive, without charge, one copy of the published document.

B.5 Standards

The Codes and Standards Activities Division  of SEI coordinates all activities of SEI/ASCE related to the establishment and use of discontinuance of structural standards. The TAD and the Codes and Standards Activities Division  coordinate the development of documents concerning the interface between prestandardization and standardization activities.

B.6 Special Projects

The TAD EXCOM vice chairman posts an announcement requesting special project proposals in January every year on the SEI web page. The announcement is also sent to all committee chairs of TAD.

Requests are submitted to the vice chair and reviewed and voted on by the TAD EXCOM during the spring meeting.

A staff member writes a letter to the special project principal investigator with notification of whether the project was approved and the amount awarded. The principal investigators are also notified that they need to report twice a year to the TAD EXCOM on the progress of the project. The reports are due March 30 and September 30.

The TAD EXCOM contact member should make sure the special project status reports are submitted for the spring and fall EXCOM meetings.

It is important to include a clear time line, the end result (i.e., committee report, pre-standards, article, etc.) and detailed budget in the special project proposal.

Procedures for Special Projects Approved by EXCOM October 2003

Upon approval of a proposal by TAD EXCOM, a letter is sent from SEI staff to the principal investigator notifying him or her of the TAD EXCOM decision. This letter is the contract and verifies project schedule, payment schedule, and deliverables. This letter must be signed by the principal investigator and SEI staff prior to the project starting. A copy of this letter is sent to the SEI Director. 

SEI staff and the TAD coordinator establish a grant account with the ASCE Accounting Department and transfer funds from the TAD budget to this account. 

Expenses

All expenses must be approved by the SEI staff and the TAD coordinator prior to submission to the accounting department for payment. A copy is to be provided to ASCE business development staff.

1. The SEI staff and TAD coordinator are responsible for tracking the expenses against the project budget.

2. Travel expenses are in accordance with standard SEI policy and procedures. Prior to incurring any travel expenses, a travel authorization form must be obtained from SEI staff and the TAD coordinator. 

3. Invoices—All invoices are to be submitted to SEI staff and the TAD coordinator and must be itemized in accordance with the contract letter.

4. Appropriate expenses for TAD special projects are the following:

–Travel expenses

–Meeting expenses

–Secretarial assistance

–Copying and shipping

–Telephone and conference calls

–Professional editorial assistance

–Research costs such as testing and sample procurement

5. Inappropriate expenses for TAD Special Projects are the following:

–Honorarium

–Consultant time

–Direct labor by engineering professionals

–Student stipends

–Hardware

–Books

–Equipment of any kind

The principal investigator is required twice each year to provide a report on the status of his or her special project to keep the EXCOM and staff informed of progress and possible problems. SEI staff and the TAD coordinator provide the necessary report form to the principal investigators with sufficient lead time for the reports to be submitted in time for the spring and fall meetings (normally at the Structures Congress and October 1, respectively) of the TAD EXCOM. 
Review Process:
Unless indicated otherwise in the proposal, the following process is to be followed for reviewing the work product of the special project:

1. Upon completion of the project, an electronic and hard copy of the document is submitted to SEI staff and the TAD coordinator.
2. SEI staff forwards the document to the appropriate TAC chair for review and comment. The TAC chair is responsible for organizing a review committee of at least 3 individuals. 
3. The TAC review committee reviews the document and prepares a report containing its comments and any needed revisions. This report is submitted to SEI staff and the TAD coordinator, who transmits it to the principal investigator. The principal investigator is expected to review the report and address all comments and needed revisions prior to submitting the next draft of the document to SEI staff. If the principal investigator disagrees with the comments or suggestions provided by the TAC review, such disagreement shall be arbitrated by the TAD EXCOM contact member assigned to the special project.
4. If the TAC review committee fails to complete its review or assignment in a timely manner (e.g., three months), then the TAC chair may appoint a replacement review committee.
5. Upon receipt by SEI staff of written approval of the document by the TAC Review Committee (or at the conclusion of the arbitration), the principal investigator shall incorporate all needed changes and submit the next draft of the document to SEI staff.
6. SEI staff shall transmit the draft document and the TAC Review Committee’s report and comments to the TAD EXCOM contact member assigned to the project.
7. The TAD EXCOM contact member shall review the document and the TAC Review Committee’s report and make a recommendation to the TAD EXCOM regarding publication of the document. If the TAD EXCOM contact member does not recommend publication, then specific details and recommendations for revising the report must be provided. A recommendation not to publish must be discussed by the full TAD EXCOM prior to the decision being transmitted to the principal investigator. Upon acceptance by the TAD EXCOM of a recommendation not to publish, the recommendations for revision are transmitted by SEI staff to the principal investigator for incorporation and subsequent resubmission of the document to the TAD EXCOM contact member.
8. If the recommendation of the TAD contact member is to publish the report, the recommendation is then balloted by the TAD EXCOM.

9. Upon approval by the TAD EXCOM, SEI staff notifies the principal investigator and the ASCE Publications Department. The ASCE Publications Department then works with the principal investigator through the publications process.

10. Upon publication of the document, all final invoices are submitted for payment in accordance with the contract letter.

11. Once the document is published a thank you letter from TAD EXCOM and a complementary copy of the publication will be sent to the principal investigator.

B.7 Review of Publications of Other Organizations


As part of their technical activities, TAD committees may prepare a response to request for (a) public review of proposed standards developed by other standard-writing bodies, and (b) review of technical reports or manual prepared by other professional organizations, provided that (1) written evidence of committee consensus on the response is maintained and is available for review by the EXCOM; and (2) the opinion expressed is clearly identified as the view of the committee and not the Institute.

B.8 Co-Sponsorship of Non-ASCE or SEI Conferences

1. Requests may be submitted for SEI TAD co-sponsorship, without financial obligation, of a conference, workshop, meeting, or other event of a non-ASCE group. Requests are to be submitted from the sponsoring organization to SEI or ASCE staff. Once approved (or disapproved) by the TAD EXCOM, SEI or ASCE staff will advise the sponsoring organization. SEI Board of Governors is also notified of the decision.

2. Approval of such requests shall be restricted to non-profit events of professional organizations, and federal government research agencies.

3. No event falling within two weeks of any major SEI or ASCE congress or convention shall be co-sponsored.

4. Co-sponsorship requests must be received by TAD EXCOM no later than 6 months ahead of the event, and always before any conference brochures are issues.

5. The TAD also requests that all SEI/ASCE members associated with the conference be designated as such on all marketing material for the event—not simply as ASCE members.
Appendix I

Awards Calendar of Dates and List of Awards tc  \l 1 "APPENDIX 1
AWARDS CALENDAR OF DATES AND LIST OF AWARDS"
	
DATE
	
ACTIVITY

	July, August, September
	Publish announcement in ASCE News, SEI web page, Structures Magazine and Journal of Structural Engineering calling for nominations for all TAD awards and Huber Prizes.

	July 1
	Request nominations for TAD awards and Huber Prizes from TAD Executive Committee, and the Administrative, Administrative and Technical Administrative Committees.

	July 1
	Request: (1) nominations for journal paper-based awards from TAD associate editors and (2) reviews of all published papers from manager of journals.

	October 1
	Deadline for Huber Prize nominations to reach chair, TAD Committee on Awards.

	November 1
	Deadline for paper-based award nominations to reach chair, TAD Committee on Awards.

	November
	Committee on Awards meeting to select awards nominees

	December 10
	Awards committee to notify Headquarters of selections


Eligible papers are those published during the 12-month time period of July through June of the year preceding the award: for instance, July 2000 through June 2001 for awards presented in 2002.

List of Awards*
Technical Activities Division Awards
Moisseiff Award

T.Y. Lin Award (Joint with American Concrete Institute and PCI) 

Raymond C. Reese Research Prize 

Shortridge Hardesty Award

George Winter Award

Innovations in Transmission Line Engineering Award

SEI Awards


Walter P. Moore


Dennis Tewksbury

Society Committee on Prizes 

Norman Medal 

James B. Croes Medal 

Arthur M. Wellington Prize 

State-of-the-Art of Civil Engineering Award 

Special Committee Awards
Walter L. Huber Civil Engineering Research Prizes

Collingwood Prize

Joint Division Awards
Nathan M. Newmark Medal

Ernest E. Howard Award

Joint Society Awards
Alfred Noble Prize
* Refer to the ASCE Official Register for awards eligibility information

AD Service Awards

1. The SEI TAD Executive Committee established awards for exceptional service and certificates of appreciation as two levels of rewards for meritorious service to the TAD.

2. The TAD Executive Committee shall decide on the recipients of the rewards.

3. The rewards are not intended to replace the letters of thanks for service that individuals receive upon completion of their terms as members or chairs of committees. All retiring members and chairs of committees are should receive letters of thanks routinely. 

4. Normally, an individual shall be considered for an award for exceptional service or a certificate of appreciation upon completion of his/her volunteered or assigned service. However, the TAD Executive Committee may consider an individual at any time during his/her on-going service if and when a specific contribution warrants recognition. 

5. There shall be no limit to the number of awards for exceptional service and certificate of appreciation an individual may receive.

6. Awards for exceptional service and certificates of appreciation shall be signed by the chair of the TAD Executive Committee.

7. There shall be two levels of rewards with the following designations, in descending order:

a. Award for Exceptional Service (presented by TAD Executive Committee chair at Structures Congress)

b. Certificate of Appreciation (mailed, except presented at Congress when appropriate)

8. Executive Committee members, AC chairs, TAC chairs, TC chairs, TC members, news correspondents, and others shall be equally eligible for either of the two levels of reward. The hierarchy of one’s position would not automatically earn him/her a reward, nor would it exclude him/her from one.

9. The Award for Exceptional Service shall be presented only to those individuals who have given truly exceptional service.

10. The Certificate of Appreciation shall be presented only to those individuals who have performed demonstrably valuable service.

Appendix II

Model Agenda for Technical Committee Meetings tc  \l 1 "APPENDIX II
MODEL AGENDA FOR TECHNICAL COMMITTEE MEETINGS"
This agenda contains the usual items to be considered at a committee meeting. The needs of specific committees will determine additional items.

Adoption of agenda

Approval of previous meeting minutes

Operation announcements from TAD Executive Committee contact member

Reports from constituent committees

· reports from task and subcommittees

· review and critique by committee

· summary of projected constituent committee meetings

Report on publications

· identification of papers for award nominations

· review of committee papers

Review of committee membership

· review of constituent committee chairmen terms and nominees

· new and turnover membership

· Official Register data

Review of technical sessions, tutorials, and conferences

· Structures Congresses

· specialty conferences

· annual conventions

· new proposals

Planning

· new topics for committee study

· studies to be terminated

· develop proposals for special projects and funding

Summary of assignments

· assignments to committee members

· action items and information items to TAD EXCOM

Next meeting schedule and location

Appendix III


Timetable for Processing Committee Roster Updates



All updates are channeled through the TAD committee reporting structure for final review and approval by the TAD Executive Committee (EXCOM) contacts. The EXCOM contacts then transmit the updates to SEI staff for processing. 

March

Staff contact forwards current rosters with update instructions to all technical administrative, technical, task and subcommittee chairs

March-April
Updates processed by technical committee chairs (coordinated with task and subcommittees). NOTE: Recommendations for new Administrative and Technical Administrative Committee chairs are due at the spring TAD EXCOM meeting for approval.
May 15
All technical, task, and subcommittee chairs send updated rosters to TAC chairs for review and approval.

June 15
All Administrative Committee chairs and Technical Administrative Committee chairs send updates to EXCOM contact members for review and approval.

June 30
EXCOM contact forwards all updates to SEI staff contact, and writes required letters of appointment, effective October 1st.

July -Aug.
Updates processed at Headquarters

September
New rosters printed and distributed

October 1
Updates Effective

Appendix IV

Technical Activities Division Forms

Applicant’s Data Sheettc  \l 2 "APPLICANT’S DATA SHEET": Technical Committees
ASCE Structural Engineering Institute: Technical Activities Division
Membership on a technical committee on the Institute carries with it an obligation to participate actively in the work of the committee through contribution of technical information, prompt reply to requests for ballots or comments on draft committee reports, attendance at committee meetings, and review of papers submitted for publication in the Journal of Structural Engineering. Committee members are chosen as individuals, not as representatives of industries or groups. The most important criteria are personal experience and ability. Committee members must be members of SEI or ASCE.
This is the type of information on the on-line application to join a Technical Committee. All applications must be made on the website at: http://www.seinstitute.org/committees/tadjoin.cfm

1. Name of committee you wish to join:                                        

2. Name and job title:     

3. Employer:                                                             
4. Employer’s principal business:                                             
5. Your mailing address:                                                    

6. Educational background (degree(s) and dates):                               

7. Professional accomplishments and published works pertinent to this application (continue 


on separate sheet if desired):                                                                                                                  

8. Brief statement of your job responsibilities in relation to the work of the committee name:                                     
9. Past and present service on committees of ASCE or other organizations:            

10. What other contributions can you make to the work of the committee?  

                                                               SEI/ASCE Member Number 
(Committee members must be members of SEI/ASCE)
                   Date                    
Signature                           

This form can be found on the web at http://www.seinstitute.org/committees/tadjoin.cfm
SEI TAD Committee Meeting Request Form
Committee Name: 

Chair: 






Phone #: 

E-mail:   






Fax # :                            
The following information is required when requesting a technical committee meeting. Use this form, or prepare a written request including this information. This information must be sent to the TAC chair and/or EXCOM contact for their approval. The approving person then must send the signed form to Susan Reid. 

Date, Time, and Location:
Control group members requesting reimbursement:
1.

2.

3.

4.

5.

 (Maximum size of control groups for Task Committees - 3 members, Technical Committees - 4 members, Administrative Committees - 5  Members. The Technical Administrative Committee control group consists of the entire Technical Administrative Committee.)

Agenda for meeting (use additional pages if necessary):

Authorization amount submitted by TAC chair: ______  $                     
Approved by                                                   Date            (TAC Chair)

Approved by                                                   Date                  (EXCOM contact member)

Return the signed form to: 
Susan Reid, SEI/ASCE, 1801 Alexander Bell Drive, Reston, VA 20191
Fax: (703)295-6361   Phone (703)295-6299

E-Mail: sreid@asce.org 
Meeting Room Request Form

This form is different every year but is mailed to all committee chairs. This must be submitted to get a meeting room at the Structures Congress.

Committee Name:                                                               
Contact Name:                                                                  
Phone Number: 


 E-Mail:                             
Preferred Date of Meeting: 

 Expected Number of Attendees:               
I prefer to meet 8:00 a.m to 12:00 p.m.
* I require ___ hours of meeting room time.
I prefer to meet 1:30 p.m. to 5:30 p.m.
* I require ___ hours of meeting room time.

I prefer to meet 6:30 p.m. to 10:30 p.m.
* I require ___ hours of meeting room time.

Remember to schedule only the actual amount of time you believe your meeting will take. If it is less than four hours, please indicate that so we can schedule as many meetings as possible.

Is this meeting funded by ASCE ?   ___YES    ___ NO

Audio Visual Requirements - 
(If this is a funded meeting, the a/v cost will be charged to committee budget)

Flip Chart___ VCR & Monitor ___ 35MM ___ Overhead and Screen ___  Other ___*            

*Funding is not available for LCD Projectors

If this meeting is not funded by ASCE and you have ordered a/v, please include your credit card information. Credit Card Type: (please circle)  Visa  MC  AE  DC  Discover

Card No.                                                Expiration Date                                             .                          
Signature                                                                              

Remember: this form only requests meeting space. For funded meetings, a Committee 

Meeting Request Form must be completed and signed by the appropriate TAC chair or Executive Committee representative by February 1, 2002 and forwarded to Headquarters by February 16th. A confirmation will be sent to you by March 1.

Return the signed form to: 
Susan Reid, SEI/ASCE, 1801 Alexander Bell Drive, Reston, VA 20191
Fax: (703)295-6361   Phone (703)295-6299

E-Mail: sreid@asce.org 
This is a sample. This form is different every year.

SEI Technical Activities Division New Committee Proposal

tc  \l 2 "NEW COMMITTEE PROPOSAL FORM"
Proposed Name:                                   

Parent committee:

Type of committee: ___Standing committee ___Task committee ___Subcommittee

Committee Purpose (for publication in Official Register):                                                         
Committee Objectives (Publication or other end product):                

Committee Officers (Control Group for reimbursed committees): All must be Society Members.
	Chair 
	
	

	Name
	SEI/ASCE member number           
	

	Address:
	
	

	City
	State
	Zip

	Phone
	E-Mail
	

	Vice-Chair 
	
	

	Name
	SEI/ASCE member number           
	

	Address:
	
	

	City
	State
	Zip

	Phone
	E-Mail
	

	Secretary 
	
	

	Name
	SEI/ASCE member number           
	

	Address:
	
	

	City
	State
	Zip

	Phone
	E-Mail
	

	Member 
	
	

	Name
	SEI/ASCE member number           
	

	Address:
	
	

	City
	State
	Zip

	Phone
	E-Mail
	

	5th Member
	
	

	Name
	SEI/ASCE member number           
	

	Address:
	
	

	City
	State
	Zip

	Phone
	E-Mail
	


Fifth member for standing committees only
New Committee Proposal
Page  2
Justify this committee, and relate how it attends the mission and focus of your division or council:

Does this committee's function overlap with other Society committees?
Yes or No 

If yes, explain: 












If yes, give names of people contacted and explain nature of contacts to insure efforts are not duplicated:

Show milestone dates for completion of draft documents, finished documents, sessions planned, meetings, etc. for two year period. Use extra pages if necessary: 



Justify committee funding if essential for committee operations. Describe activities that can be accomplished without face-to-face meetings, and those requiring funding. Indicate if funding is unnecessary. Justify other expenses. Use extra pages if necessary. Subcommittees are not funded and may omit this section. 



Person preparing this proposal:

Name                      



_________________Address                                     
City                State         Zip        

Phones: Work          E-mail

Attach proposed committee chair's biographical data and statement of willingness to serve.
The Following for EXCOM Use Only
Division/Council EXCOM approval by                   Date    
Committee Start Date        Termination Date         (Task committees only)

Specialty Conference Pre-Proposal Form
tc  \l 2 "SPECIALTY CONFERENCE PRE-PROPOSAL FORM"
The items below need to be established BEFORE a proposal for a specialty conference can be written. This form should be completed 25 months in advance of proposed conference dates and sent to the appropriate TAC/Institute Manager as soon as possible, so ASCE staff will be better able to assist you. 

	Conference/Location/Dates
	
	

	Conference Title:
	
	

	Conference goal and reason to have conference                                          
	
	

	Division/Council:
	

	

	Preferred Location (City, State):          
                                  
	
	Reason:  

	Alternate Locations (2):                  
                                 
	
	Reason



	Name of chair (and Co-chair):

	
	

	Preferred Facility (if known): 

	
	Reason:

	Preferred Dates (month/year):                                             
	
	Reason:   

	Alternate Dates (2):          
                                              
	
	Reason:

	Select One:
	
	

	Weekday                   
	
	Weekend                          Combination Weekday/end           


Program Development
Will a call for papers be sent out or will all speakers be invited? 

         Call for papers
         Invited speakers

How many speakers do you expect?
         
What is the basis for this expectation?                                                     
Estimated attendance:        What is the basis for this expectation?                                                     
Full registrations/reason:
Daily registrations/reason
Students/reason: 

Speakers/reason:                                                  
Will there be spouse registrations ?
         yes
         no

If yes, reason                                                                   

Will there be technical tours ?   ___ yes   ___ no
How many (approximately)?                   
Purpose                                                                        

Will there be any plenary or general sessions? 

         yes
         no
If yes, how many?         
How many concurrent sessions?             

How many sessions per day?         

What is new and innovative in this topic that would be of interest to potential attendees?                                                                  
Will there be a poster session?          yes
         no

Will there be proceedings?
         yes
         no

a. How many papers do you expect?         

b. How long will each paper be?
        
c. Total number of pages in proceedings?
        (a x b)

d. Will the proceedings be available on-site?         yes
         no

Exhibits
Will there be exhibits?          yes
         no
 (Minimum 25 Exhibits)
a. Will they be tabletop or booths?
        
b. How many exhibits will there be?        
How will target exhibits be reached?                                                

Will committee assist in providing company names and contacts for marketing exhibits?  
   yes    no
How ?              

Meals 
Please list all of the meal functions that are desired (ice breaker receptions, luncheons, dinner/banquets, speaker breakfasts, spouse breakfasts, etc) and the reason for each: 

What is the TOTAL number of coffee breaks for the conference?
        
Are there any special needs or plans you have for this conference?

Marketing 

Who do you want to target in your marketing plan?                                     

List various audiences (i.e., SEI technical divisions, other organizations, publications ASCE Technical Division)                                                                                                                      
Other Organizations:                                                                                    

Publications:                                                                               

Three specific benefits of attendance:                                                     

Will any organizations (co-sponsors) other than ASCE be responsible for part of the conference? 

          yes
         no

If yes, please indicate which organization(s) and what their responsibilities will be:

Have you contacted these organizations to assist with marketing?

Expected Sponsorships $                    
Min. $10,000

Expected Grant Support $                      
Min. $10,000

Prepared By:
                             
Date:
                   
Address:
                                                       
Telephone:
                       
Fax:
                         
Please return this form to:

SEI/ASCE, Attention: Debbie Smith

1801 Alexander Bell Drive, Reston, Virginia 20191-4400

(703) 295-6095, (703) 295-6361 fax


Committee Approval for Travel Reimbursement

(To be submitted by committee chairperson)

I hereby approve reimbursement of the following committee members who were authorized to 

attend _____________________________________ which met in _____________________

  

(activity/function/committee)




 (location)

on _____________________________________ for expenses detailed below.

                 (dates)
  Committee Members

Authorized Reimbursement 
Transportation    Expenses    Miscellaneous   Total Approved
Total authorized

__________________  (1)

Less absent members 
__________________  (2)

Total available 

__________________  (3)

Total requested
__________________  (4)

Note:

(1) Line 4 must be less than or equal to line 1.

(2) If additional per diem is requested, justification must be attached.
Approved __________________________________________   Date ___________________

  (Committee chair)
Please complete and return this form with all committee reimbursements to:

Susan Reid, SEI/ASCE, 1801 Alexander Bell Drive, Reston, VA 20191-4400
Appendix V

Timetable for Executive Committee Responsibilities tc  \l 2 "TIMETABLE FOR EXECUTIVE COMMITTEE RESPONSIBILITES"
October 1—New Executive Committee (EXCOM) Membership(s) become effective and current members assume new duties in accordance with Section A.2.3. The immediate past chair joins the Committee on Awards.

Fall—EXCOM holds its fall meeting. 

Within 30 days after the meeting, the secretary distributes copies of the Minutes to the EXCOM for review—with copies of the final minutes sent to:

a.
EXCOM Members

b.
SEI staff

c.
Chairs of administrative, technical administrative, and technical committees

d.
SEI BoG

e.
Codes and Standards Activities Division  Representatives

f.
Invited Visitors

November—Secretary prepares a brief review of the highlights of the October Meeting, including photographs where appropriate, for use by the ASCE news correspondent.

Vice chair announces call for nominations to the O.H. Ammann Research Fellowship in Structural Engineering.

January—Vice chair issues the request for proposals (RFP) for special project funding.

Past chair develops an annual report on TAD activities for the last fiscal year to submit to the Board of Governors at the spring meeting. This will be a bulleted report highlighting TAD accomplishments for the previous fiscal year.

February/March—EXCOM contact members collect, review, and approve committee meeting request forms for the Structures Congress (at least 60 days prior to meeting).

March—Secretary, in consultation with the chair of the Executive Committee, issues call for the annual meeting and requests Administrative and Technical Administrative Committee chairs to report to the EXCOM.

Vice chair collects and evaluates O.H. Ammann Applications and prepares recommendation to be given to the EXCOM at the annual meeting.

Secretary prepares the agenda for the annual meeting and distributes to EXCOM for review.

March/April—EXCOM contact members transmit approved committee meeting requests to SEI staff (at least 30 days prior to the meeting date).

April—Vice chair develops a tentative TAD budget for the coming fiscal year in which he/she will be chair of EXCOM.

EXCOM contact members recommend candidates for appointment as chairs of Administrative and Technical Administrative Committees to EXCOM.

Spring—EXCOM holds its spring meeting during the Structures Congress.

Chair represents TAD and summarizes its activities at the annual meeting of the SEI Board of Governors.

May/June—Within 30 days of the meeting, the secretary distributes copies of the minutes to EXCOM for review, with copies of the final minutes sent to the following:

a.
EXCOM members

b.
SEI staff

c.
Chairs of administrative, technical administrative, and technical committees

d.
SEI Board of Governors

e.
Codes and Standards Activities Division  representatives

f.
Invited visitors

June—Secretary prepares a brief review of the highlights of the spring meeting, including photographs where appropriate, for use by the ASCE news correspondent.

June 30—EXCOM contact members collect, review, and approve roster updates for the committees they supervise.

July 15—EXCOM contact members forward all roster updates to SEI staff, and write required letters of appointment to new committee chairs for terms effective October 1.

July—Vice chair conducts an annual review of the TAD Policies and Procedures Manual, and recommends any revisions to the EXCOM for approval at the fall meeting.

August—New chair writes an article on the next FY EXCOM to put in October issue of ASCE News and Magazine and the web.

August and September—Secretary prepares the agenda for the fall meeting and distributes to EXCOM for review.

Appendix VI 

Sample Appointment Letter for New Committee Members

Date

Mr. Joe Smith 

Smith Company

11111 X Street

YY City, NY 10002

Dear Mr. Smith:
I have received your application to become a member of the SEI Technical Activities Division ABC Committee of the Technical Administrative Committee on XXX. I am happy to inform you that you have been approved to serve on the committee for the term 10/1/200x to 9/30/200y. 

I am the chair of the ABC Committee and you can contact me at (XXX) XXX-XXXX. I am including a copy of the minutes of the most recent committee meeting for your information. Although your membership term does not start until October 1, 200X, you are certainly welcome to start interacting with the committee right away. 

The next meeting is on (date) at (location). 
(TC Chair: you can list any projects the group is working on to see if the new member can become involved right away.)

Sincerely yours,

Chair, ABC Committee 

CC: Susan Reid, TAD coordinator

 TAC Chair

This letter is sent by the committee chair following approval by TAC chair 

Executive Committee





News Correspondent





Wood





Structural Safety & Reliability





Special Design Issues





Performance of Structures





Metals





Dynamic Effects





Bridges





Analysis & Computation





Awards





Liaisons to Other Organizations





Publications





Continuing Education





Concrete & Masonry Structures
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