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1.0 mission statement
The Illinois Section of the American Society of Civil Engineers shall promote the advancement of the science and profession of civil engineering for the purpose of enhancing the welfare of humanity.
2.0 introduction

The Illinois Section of the American Society of Civil Engineers, hereinafter called Section, in an effort to establish continuity of Section activities and functions has compiled this Manual of Operations in accordance with the Constitution and By-Laws.  This manual is not intended to be comprehensive or restrictive, but rather is a working document which will be updated, expanded, or reduced as the needs of the Section dictate.

2.1 Objectives of the Manual
This Manual documents the activities of the committees and groups which operate under the direction of the Section Board of Directors.  The charge, activities, budget, and structure of each committee and group are provided.  The responsibilities of the Board of Directors are also described.  The objectives of the Manual are as follows:

· Provide continuity from year to year as committee chairs, group officers, and Section officers rotate.

· Provide a means to monitor the performance of committees and groups to determine if they are meeting the needs of membership and goals of the Board.

· Serve as an action plan which can be utilized by the Planning Committee to make committee and group appointments.

· Improve internal Section communications as well as communication between National ACE and the Section.

· Provide a schedule of National ASCE appointments to help ensure representation of the Section at the national level.

3.0 Illinois Section Organization Chart

4.0 illinois section officer descriptions

The Section Officers shall consist of President, President-Elect, Treasurer, Secretary, Immediate Past President and Six Directors.  The Section Officers, besides their individual responsibilities as described in this manual, are responsible for the overall management of the section.  It is their responsibility to assure that the Committees and Groups which operate within the Section are operating in a sound, responsible manner.  They will periodically review the Committees and Groups to assure they are providing a beneficial service to the membership.  If not, a plan to revitalize the Committee or Group will be established.  If this fails, the Committee or Group will be disbanded.  Furthermore, if a membership need is not being met by the Committees and groups, the Section Officers may recommend that a new Committee or group be formed to fulfill the membership need.  The Section Officers also serve as the prime liaison between the Section, District and National ASCE management, and as such are responsible for keeping the Section abreast of changes and activities at the District and national ASCE level.
Detailed descriptions of each Section Officer’s responsibilities follow.

4.1 President
Term:
One Year (between Annual Meetings)
Charge and Activities:
The President is responsible for the following activities:

· Preside at Section Board of Directors meetings and Annual Dinner Meeting.
· Prepare and submit budget to Board of Directors.

· Appoint Chairs of Section and Ad-Hoc Committees.

· Appoint Directors to Section committee assignments

· Monitor progress of Committees and Groups making sure they are meeting their charges and budgets.

· Attend Council of Presidents at the ASCE National Convention.

· Attend District 8 council meeting and participate in scheduled teleconferences

· Write the President’s Notes for the Newsletter.

· Answer all letters addressed to the Section or ensure that a proper response is sent by the Secretary.

· Serve as the primary liaison between ASCE National and the Section Board of Directors.

· Represent the Section at meetings requiring representation.

Requirements:
The President Elect shall succeed to the Office of President
Budget:
No standing budget.  Printing, mailing costs, and other miscellaneous costs included in Section’s general office expense.
Schedule:
Board Meetings:

· Held the first Monday of every month
Appoint Committee chairs:

· In October for a one year term starting at the annual Meeting Council of Presidents:

· National Convention (October or November)
District 8 Council Meetings:
· September or October
· Quarterly Teleconferences

Annual Dinner Meeting:
· October

Budget:
· Submit to Board of Directors on or before December 1

· Submit an approved budget to membership by January 1

Newsletter
· Submit to the Newsletter Editor a President’s Notes article for each issue of Section Newsletter

4.2 President Elect
Term:
One Year (between Annual Meetings)

Charge and Activities:
The President Elect is responsible for the following activities:

· Attend monthly Board of Directors Meetings.

· Plan and host the Spring Suburban Diner Meeting.
· Organize a dinner meeting with the ASCE National President Elect and the current Section board of Directors, the Section Administrative Assistant, the Section Past Presidents, District 8 Directors, and Zone III Vice President.
· Chair the Planning Committee.
· Attend the Zone III Management Conference.
· Attend District 8 Council Meeting 
· Plan and Coordinate the District 8 Council Meeting when required.
Requirements:
Nominated by the Nominating Committee, endorsed by the Board of Directors, and elected by the Section membership.  The candidate shall be an active member who is able to serve and lives within the boundaries of the Illinois Section.
Budget:
No standing budget.  Printing, mailing costs, and other miscellaneous costs included in Section’s general office expense.

Schedule:
Board Meetings:
· Held the first Monday of every month

· Preside at Board Meetings if the President is unable to attend 

Spring Suburban Dinner Meeting:
· Held in April
· Begin looking for a guest speaker in January

· Confirm speaker, location, and date of meeting in February

· Submit announcement to Newsletter for publication in the March and April edition

· Invite District 8 Directors in March

· Present information abut the meeting at the April Section Board Meeting and provide press releases to Board members for distribution

· Coordinate the student awards with the Chair of the Student chapter Committee

· Arrange for photographer

President Elect Dinner:
· Held in June or July
· Contact ASCE National President Elect in January to confirm date for dinner

· Coordinate with Dave Novick to reserve date and time for dinner at the university Club

· Inform Section Board members at least two months in advance of dinner

· Send invitation to Section Past Presidents, District 8 Directors, and Zone III Vice President at least one month in advance of dinner

Zone III Management Conference:

· Traditionally held in February

· Request input from Section Board of Directors in January on topics that will be discussed
· Report back to Section Board of Directors in March on the Conference activities

District 8 Council Meetings:

· Traditionally held in September and hosted on a rotation basis by the local sections comprising District 8.  The next District 8 Council Meeting to be hosted by the Illinois Section is scheduled for September 1999

· Prepare Section report for presentation

· Report back to Section Board of Directors at the board meeting immediately after the Council Meeting

· Prepare resolution for nomination of Section candidates for national office

· Participate in Quarterly teleconferences

4.3 Treasurer
Term:
One Year (between Annual Meetings)

Charge and Activities:
The Treasurer is responsible for the following activities:
· Attend monthly Board of Directors meetings.

· Work with Finance Committee to prepare a budget for the President to submit to the Board.

· Prepare and submit a year-end financial report to Section membership.

· Prepare monthly cash statements for approval by the Section Board of Directors.

· Prepare quarterly cash statements for submittal to the Section Board of Directors.

· Prepare the financial portion of the Section Annual Report.

· Receive and deposit Section funds.

· Pay bills incurred by the Section.

· Reconcile the checking and savings accounts.

· Prepare invoices for accounts receivable.

· Serve on the Finance Committee.

· Attend the District 8 Council Meeting during second term of year.

· Do not submit forms to IRS; National ASCE handles all dealing with the IRS...
Requirements:
Nominated by the Nominating Committee, endorsed by the Board of Directors, and elected by the Section membership.  The candidate shall be an active member who is able to serve and lives within the boundaries of the Section.
Budget:
No standing budget.  Printing, mailing costs, and other miscellaneous costs included in Section’s general office expense.

Schedule:

Board Meetings:

· Held the first Monday of every month
Receive, Deposit, and Disburse Funds:
· As required

Monthly Cash Statements and Quarterly Statements:
· Reports prepared prior to Section Board Meeting the First Monday of every month.

Annual Statement and budget:

· Annual Budget Statement submitted to Board of Directors on or before December 1

· Approved budget transmitted to membership before January 1

· Year end financial summary transmitted to membership before January 1

Financial information for Annual report:

· November.  This report is for the previous year and is the responsibility of the outgoing Treasurer.

4.4 Secretary

Term:
Two Years (between Annual Meetings)

Charge and Activities:

The Secretary is responsible for the following activities:

· Attend monthly Board of Directors meetings.

· Record and Distribute minutes of the Board of Directors Meeting.
· Prepare and submit Board Meeting summary to newsletter Editor.
· Prepare and submit Section Annual Report to ASCE National.
· Prepare and submit nomination for the Outstanding Section and Branch Award to ASCE National.
· Submit applications for Zone III Management Conference.
· Attend District 8 Council Meeting during second year of term.
· Distribute notices of Section Meetings to membership within ten days of said meeting.
· Coordinate with the Section’s Office Secretary.
· Serve as a member on a Section Committee (assignment will be made at the annual planning meeting).
· Write Secretary’s Report for the Newsletter.

Requirements:
Nominated by the Nominating Committee, endorsed by the Board of Directors, and elected by the Section Membership.  The candidate shall be an active member who is able to serve and lives within the boundaries of the Section.
Budget:
No standing budget.  Printing, mailing costs, and other miscellaneous costs included in Section’s general office expense.

Schedule:
Board Meetings:

· Held the first Monday of every month
· Prepare minutes of Board meeting for distribution prior to the next Board meeting
· Submit Board Meeting Summary to Newsletter Editor for each issue of the Section Newsletter

Annual Report:
· September, notify groups and committees of requirements for Annual Report

· November, prepare and transmit Annual Report to ASCE National

Section/Branch Awards:
· Submit nomination for the Outstanding Section and Branch Award to ASCE National prior May 1
4.5 Immediate Past President

Term:
One Year (between Annual Meetings)

Charge and Activities:
The Immediate Past president is responsible for the following activities:

· Approve the issuance of Continuing Education Units (CEUs) by any of the subsidiary Groups or Committees of the Section.

· Convene the Past Presidents Council to perform the Teller’s duties when necessary by making the official canvas of ballots for Section elections and special issues such as constitutional amendments.

· Use the knowledge and experience of the Past Presidents Council to address issues at the request of the President or board of Directors to further the effectiveness of the Section.

· Form and serve on the Nominating Committee.

· Check rotation for committee membership openings in the ASCE Register and solicit nominations for ASCE National committees through the Past President’s Council and Newsletter.  Professional and Education Divisions each have rotations based on zones; special vacancies will sometimes become available.

· Solicit representatives to serve on the Illinois Engineers Council (IEC) as required.

Requirements:
The most recent Past President who is available to serve and lives within the boundaries of the Section.
Budget:
No standing budget.  Printing, mailing costs, and other miscellaneous costs included in Section’s general office expense.

Schedule:
Nominating Committee:

· Commence formation in January

· Print call for nominations in the January Newsletter

· Prepare slate of candidates for Board approval in May

· Publicize Board approve nominees in July/August Newsletter

Tellers Committee:
· Commence formation upon petition for additional nomination or as directed by the President

CEU Approvals:

· Within one month of receipt of request
Past Presidents Council:
· Upon request of the President or Illinois Section Board
National Committee Nominations:
· Publish call for nominations in December and January Newsletter
· Submit nominations to ASCE National by February 1

· When necessary advertise for other committee appointments

4.6 Director

Term:
Two Year

Charge and Activities:

Directors’ have the following responsibilities:

· Attend Section Board of Directors Meetings, held the first Monday of every month.

· First year Directors shall attend the Zone III Management Conference.

· Serve as member on a Section Committee (assignment will be made by the incoming President at the annual planning meeting).  Report progress to the Board.

· Perform special assignments as directed by the President (i.e., modify By-Laws, coordinate Section office secretary assignments, research Internet access for Section, etc.).

Requirements:
Nominated by the Nominating Committee, endorsed by the Board of Directors and elected by the Section membership.  The candidate shall be an active member who is available to serve and lives within the boundaries of the Illinois Section.
Budget:
No standing budget.  Printing, mailing costs, and other miscellaneous costs included in Section’s general office expense.

Schedule:
Board Meetings:

· Held the first Monday of every month
Zone III Management Conference:

· February

Committee Meetings:

· See Committee Summaries

Special Assignments:

· Upon the request of the President

5.0 committee structure and objectives
The Section will maintain, as needed, a number of committees for conducting Section business or providing membership services.  From time to time, the charge of each committee will be reviewed to assure that the committee is providing a beneficial service to the Section if Not, the committee may be reorganized or disbanded by the Section Board of Directors.  Similarly, if a membership need is not being met by the current Section committee organization, the Board may, at its discretion, form a new committee, or when appropriate, form an ad-hoc committee.  The current committee structure of the Section includes the following committees: 

Annual Dinner Committee

Awards and Prizes Committee

Committee for Public Information

Finance Committee

Minority Affairs Committee

Membership Committee

Communications Committee

Nominating Committee

Past President’s Council

Planning Committee

Student Chapter Committee

Student outreach Committee

Detailed descriptions for each committee follow.

5.1 Annual Dinner Committee
Charge:
The Annual Dinner committee will plan and coordinate a meeting of the Section to be held in October of each year.  At the meeting, the Annual Diner Committee will provide for the appropriate recognition of members of our Section who have achieved the distinction of Life Membership.
Activities:

· The Committee will locate and reserve a location suitable for the annual dinner meeting.
· The Committee will prepare invitations and press release to be distributed to local members notifying them of the annual dinner.
· The Committee will through ASCE National identify the local members who have been granted Life membership status since the last Section Annual Dinner.  The Life members shall be contacted and invited to attend the Annual Dinner as guests of the Section.
· The Committee will coordinate all reservations, be available at the dinner to register participants, and collect all fees.
· The Committee will coordinate with the host location to arrange seating, a pre-dinner social hour, menus, and other items as required for such an event.
· The Committee will solicit corporate sponsorship of the event to help defray the costs of the dinner.  The committee shall solicit and coordinate table top displays by local engineering firms as part of the pre-dinner social hour.
· The Committee will maintain and coordinate a seating plan for the dinner.
· The Committee will prepare a list of life members and their guests who will attend the dinner and forward such list to the Awards and Prizes Committee for their inclusion in the program.
· The Committee will purchase flowers for guests of honor, award recipients, life members, and table displays.
· The Committee will collect biographies of the life members for inclusion in the Annual Dinner.
· The Committee will order and coordinate the preparation of all certificates of appreciation, life membership certificates, and the Past President’s pin.
· On the evening of the Annual Dinner, the committee will coordinate all arrangements for Life Members including assisting with registration and distribution of flowers.
· The Committee will coordinate the final printing of the dinner meeting program.
· The Committee will prepare a summary of expenses, to be submitted to the board.

Membership:
The Committee shall consist of at least three members, one of whom shall be the Office Secretary.  By virtue of their responsibilities the Awards and Prizes Committee shall designate a delegate to serve as part of this committee.
Budget:
$16,000 (1996-1997 Budget)

Meeting 

Schedule:

Section Board Meetings:

· December; present report of Annual Dinner Meeting attendance, expenses, and make recommendations for the next meeting

· February; inform Board of date, time, and place for Annual Dinner Meeting

Planning Meetings:

· As requested by Committee Chair

5.2 Awards and Prizes Committee

Charge:
The Awards and Prizes Committee is responsible for establishing and maintaining a program of awards and prizes which recognize, in a fair and equitable manner, contributions of local engineers and members of the general public to the advancement of the science and profession of civil engineering.
Activities:
The Committee currently maintains ten award categories.  They are:

· Civil Engineer of the Year Award

· Young Civil Engineer of the Year Award

· Government Civil Engineer of the Year Award

· Young Government Civil Engineer of the Year Award

· Public Sector Employer Recognition Award

· Public Sector Employer Recognition Award

· Public Involvement Award

· Citizen Engineer Award

· Outstanding Civil Engineering Achievement Award

· Journalism Award
· The Committee will meet yearly to review the current award nomination forms and update the forms as required to eliminate ambiguities or to incorporate changes recommended by ASCE National.

· The Committee will review the National ASCE awards program yearly to determine if other national awards could be given on the local level.

· The Committee will publish a call for nominations in the spring, approximately three months prior to the nomination deadline.  The call for nominations shall be published in the Section Newsletter, mailed to local civil engineering leaders, and other engineering societies for publication in their respective newsletter.

· The Committee will convene a selection committee consisting of the co=chairs of the Awards and Prizes Committee, a representative from each technical group and the YMG, and an at-large member form the Section Board of Directors.

· The selection committee is responsible for soliciting nominations within their respective groups, reviewing all applicants and selecting award recipients.

· After the award winners are selected and notified, the Committee will gather all information necessary to coordinate and present the awards at a ceremony to be held in conjunction with the Section Annual Dinner.

· The Committee will be responsible for drafting and publishing the Annual Dinner Meeting Program.  Information regarding committee assignments and life members will be gathered by other Committees and submitted to the Awards and Prizes committee for inclusion in the program.  The program will also include photos and brief narratives for each award recipient.

· The Committee will be responsible for the coordination of the awards presentation with the Annual Dinner Meeting location.  The Committee will also be responsible for the format and content of the awards presentation with the input of the President.
· The Committee will be responsible for the coordination of the awards presentation with the Annual Dinner Meeting location.  The Committee will also be responsible for the format and content of the awards presentation with the input of the President.

· The Committee will prepare press releases for each award recipient. The press releases shall be mailed to individuals, firms, and/or other so designated by the recipients.  The press releases shall be issued to local news media, professional societies, and other organizations related to the field of civil engineering.  The Committee will seek assistance from the Committee for public Action for this task.

· The Committee will seek to nominate the local award winners for similar national level awards.  The Committee will personally prepare or designate others to prepare the national award packages.

· When local engineers are honored by ASCE National, the Committee will seek to include those individuals in the local awards program as a means to recognize their accomplishments.

Membership:
The Committee will consist of two co-chairs, each serving two-year terms with the terms expiring in alternating years.  The Committee will form a selection committee consisting of separate individuals representing each technical group, the YMG, and an at-large board member.

Criteria for selecting members include:
1. Interest, willingness and availability for committee service.
2. Impartiality when selecting award recipients.
3. Field of interest within civil engineering, since all fields are to be represented on the selection committee.

Budget:
$500 (1996-1997 Budget).  Costs for awards, materials for presentation, copy and printing costs (cost for annual dinner meeting program is not include in this committee’s budget).
Meeting 

Schedule:

Section Board Meetings:
· August; present recommendation of award winners to the board for Board approval
Committee Meetings:
· Minimum of one per year, or as needed.
5.3 Committee for Public Information
Charge:
The Committee for public Action will promote ASCE and the accomplishments of its members to the general public.  This will be done through, not limited to:
· Improved communication with local media sources via press releases.

· Handling Public Relations for the Board and Section Committees.

· Supplying speakers for various public groups upon request.

Activities:
The Committee shall be responsible for the following activities:
· A member of the committee will attend the monthly Board Meeting to report on the Committee’s activities and to keep abreast of the activities of the Section.  The Committee will assist Groups and the other Committees disseminate information about their activities to the general public.

· Prepare press releases and distribute to local media.

· Assist Awards and Prizes Committee in promoting the winners of local and national awards through press releases sent to local media.  Press releases should be also sent to the colleges, friends, family, professional societies and professional firms of the award winner’s choice.

· Promote Engineers Week and the Section’s role in E-Week activities.

· Assist Minority Affairs Committee to publicize “What is Engineering?” program.

· Nominate a local journalist who has reported on civil engineering activities for the Professionalism in Journalism Award offered by the Section and National.

Membership:
The Committee will be comprised of members of the Section of the ASCE and who are interested, willing, and enthusiastic to contribute.

Budget:
No budget.  If funds are required, a special request will be presented to the Section Board of Directors.
Meeting 

Schedule:
Section Board Meetings:

· Held the first Monday of each month

5.4 Finance Committee

Charge:
The Finance Committee will provide guidance to the Section on financial and budgetary issues.

Activities:
The Finance Committee will provide the following services:
· Assist the President in developing the annual Section budget.

· Evaluate requests for financial support which have been addressed to the board of Direction by Board members, Committees, Groups, or other appropriate individuals.

· Provide recommendations to the section Board of Directors on the investment of Section funds.

· Make recommendations for the use of grant money that may be made available from ASCE National.

Membership:

Committee members will be selected by the board of Directors.

Criteria for selecting members:

1. Interest, willingness, availability for Committee service

2. Familiarity with the Section mission, programs, and budget

Budget:
None.
Meeting 

Schedule:

Section Board Meetings:

· Held the first Monday of every month

Meetings to evaluate financial requests or investment questions brought by the board of Directors:
· As required at the request of the Board
Budget Meeting:
· October; meet with President and Treasurer to develop Section Budget
5.5 Minority Affairs Committee

Charge:
To encourage and promote interest in the practice of civil engineering among members of various minorities into university level civil engineering programs..

Activities:
The Committee’s primary activity is coordinating the participation of high school minority students from the Chicago area in a two week summer program “What is Engineering?” at the university of Notre Dame.  The Committee’s specific efforts related to this program include distribution of applications to high schools throughout the Chicago area, review of applications and coordination of students’ transportation to and from South Bend.  The Committee hosts the annual IS-ASCE golf outing and solicits contributions from local consulting firms, governmental agencies and Section Groups to fund the activities of the Minority Affairs Committee.
Membership:
Committee membership is open to all interested Section members.

Criteria for selecting members:

1. Section membership

2. Interest, willingness and availability to contribute to Committee efforts.

Budget:
$8,000 (1996-1997 Budget).
Meeting 

Schedule:
Meetings are held as needed to plan and implement activities.  The golf outing is held in August with planning starting in January.
5.6 Membership Committee

Charge:
The Committee will plan, organize and stimulate programs to increase and retain membership in the Section room all disciplines of civil engineering and related professions.
Activities:
The Committee will have responsibility for the following activities:
· Establish and implement a yearly membership recruitment effort.
· Promote retention of existing membership by 1) sending student chapter members upgrade letters, and 2) coordinating with the Section Office Secretary to contact non-dues paying members.

· Act as Section liaison with the membership Development Department at ASCE National headquarters to make available such items as, 1) Membership Chairperson Activity Guide, 2) Table top display, 3) membership brochures and applications.

· Report to the Section on National Membership Initiatives.

Membership:
The Committee will have as many members as the Chair feels necessary to implement programs.
Criteria for membership:

1. Section and National ASCE dues paid as of the most recent September 30.
Budget:
No standing budget; request for required funds are to be presented to the Section Board of Directors.
Meeting 

Schedule:
Section Board Meetings:

· December, March, June, September; present status report of committee activities to Board
Planning Meetings:
· Four meetings per year and as determined by the Chair.
5.7 Communications Committee

Charge:
The Committee will be responsible for preparation, printing and distribution of a newsletter for the Section and the regular update of the Section web page.
Activities:
The Committee will have responsibility for the following activities:
· Prepare a yearly schedule of deadline dates and responsibility for primary and secondary articles.
· Maintain a close coordination with the Section Board, technical Groups, and Committees and report all activities through the newsletter.

· Attend Board meetings and report to the President and Board.

· Follow the news received from ASCE National and keep the Section members informed.

· Publish technical or other informative articles presented by Technical Groups.

· Announce the awards and scholarships offered by the Section.

· Publish technical or other informative articles presented by Technical Groups.

· Announce the awards and scholarships offered by the Section.

· Publish the news about national or local awards received by Section members.

· The News Coordinator will work closely with the article originators to make sure that articles reach the Editor by the deadline.  The news Coordinator calls the originators of the leas and secondary articles a month in advance and reminds them to prepare the articles.  The Editor with the help of the Assistant Editor collects all the material and arranges for printing and mailing of the newsletter in addition to editing.

· Maintenance of Section Home page.
Membership:
The Committee will have an Editor, Assistant Editor and News Coordinator responsible for the publication of the Newsletter and a Home Page Editor responsible for maintenance of the Section Home Page.  The committee has other contact members from other committees, groups, and the Board of Directors.

Criteria for selecting members:

1.
Interest, willingness and availability to contribute to Committee efforts.

2.
Familiarity with publishing, information transfer computer applications, ASCE activities, and other programs.

Budget:
$22,720 (1996-1997 Budget) Printing and mailing costs for Newsletter; Wet site fees for Home Page
Meeting 

Schedule:
Section Board Meetings:

· Held the first Monday of every month
Planning Meetings:
· Four meetings per year as determined by the Editor
Distribution of Schedule of Deadline Dates and Responsibilities for Primary and Secondary Articles:
· October Board Meeting
Newsletter:
· Submit all articles, graphics, and announcements to printer no later than ten working days prior to the first of each month
Home Page:
· Update information on the Home Page monthly prior to the first day of each month

5.8 nominating Committee
Charge:
Consider and offer a slate of the best candidates for Section officer and Director positions, as well as National ASCE committee and officer positions that may be available.
Activities:
Solicit qualified candidates.  Evaluate the credential and motivation of the prospective nominees.  Select the official nomination slate.  Confirm the prospective nominees’ willingness to serve in the position.  Present the slate to the Board fro approval.  Announce the approve nominations in the Newsletter.
Membership:
The membership of the Nominating Committee will be comprised of a minimum of six members appointed by the President in accordance with Article III of the Section By-Laws.

Budget:
No standing budget.  Printing and mailing cost included in Section’s general office expense.
Meeting 

Schedule:
Article III of the Section By-Laws governs the timing of the Nominating Committee activities.  The following schedule will meet or exceed those requirements.

January:
Upon agreement of the President, the Immediate Past President will typically request volunteers from the Groups to serve on the Nominating Committee.
February:
Groups provide committee member name to the Nominating Committee

March:
The Immediate Past President will convene a committee meeting to elect a chair, obtain suggestions, and discuss potential candidates for available elected office and director positions.  The committee will form a consensus on primary and secondary candidates.  The candidates will be contacted by the Chair to confirm their availability and willingness to serve.

April:
The Nominating Committee will present the proposed slate of nominees to the Board for approval.

June:
The Nominating Committee report must be filed with the Secretary no later than June 15.
July:
Nominations will be published no later than the July-August Newsletter edition, or three months prior to the Annual Meeting in October.

August:
Petitions for additional nominations from the membership are due by August 15 or two months prior to the annual meeting.  Should such petitions be received, ballots must be prepared and distributed to the membership in conjunction with the Tellers Committee.
5.9 past president’s council
Charge:
Provide historical perspective and experience to further the effectiveness of the Section on issues as requested by the President or the Board.
Activities:
The council is polled for guidance by the Immediate Past President, typically in writing.  Response is voluntary.  The responses are summarized by the Immediate Past President and reported to the President and the board as appropriate.
Membership:
All Past Presidents who reside within the Illinois Section geographic boundaries.  The Council is chaired by the Immediate Past President.

Budget:
No standing budget.  Printing and mailing cost included in Section’s general office expense.
Meeting 

Schedule:
None.  The meeting requirement may be met by polling all members by mail or phone.  Meetings, if requested, may be convened.

5.10 Planning Committee
Charge:
The Committee is responsible for the development and maintenance of the Manual of Operations that reflects the mission of ASCE and the objectives of the Section.  The Manual will serve as the strategic plan.
Activities:
The Committee will develop a strategic plan and implement a process for monitoring, reviewing, and updating the Manual annually.  Activities include the following:
· Determine if Section is meeting its current goals.
· Determine if new goals should be set.

· Determine if membership services can be improved.

· Recommend addition or deletion of committees to accomplish goals.

· Review and update manual annually.

Membership:
The Committee shall be chaired by the President Elect and shall have as many members as are willing to serve and as the President Elect feels necessary to meet the objectives of the Committee.


Criteria for selecting members:

1.
Interest, willingness and availability to contribute to Committee efforts.

2.
Past service to the Section.

Budget:
No standing budget.  Printing and mailing cost included in Section’s general office expense.
Meeting 

Schedule:
September – Convene Planning Committee.

October – Present recommendations of Planning Committee to the Board
5.11 student chapter committee
Charge:
Develop and foster a relationship between the Section and the ASCE Student Chapters at the Illinois Institute of Technology (IIT), the University of Illinois Chicago (UIC) and Northwestern University (NU).

Activities:
The Committee will have responsibility for the following activities:
· Communicate with the ASCE Student Chapters regarding the activities of the Section.

· Encourage student members to participate in Section activities.

· Interact with the Student Chapters on a regular basis and provide them with an intermediary to the regular ASCE Section.

· Solicit and confer Student Awards at Suburban Dinner Meeting.

· Encourage ASCE Contact Members at each area university to participate in student meetings, activities, and provide a regular contact member to the civil engineering profession.

Membership:
The Committee shall consist of chair and Section Board Member, both of whom are to be selected by the President.  Committee membership shall also include representatives from UIC, NU, IIT and the YMG Chair of the Younger Member Group.  Each University will also have an ASCE Contact member.


Criteria for selecting members:

1.
Interest, willingness and availability for committee service.

2.
Familiarity with ASCE activities and professional programs.

Budget:
No standing budget.  Requests for expenditures are to be presented to the Board for approval.
Meeting 

Schedule:
Student Chapter Meetings:

· Attendance at one or more Student Chapter meetings at each of the following universities:  UIC, IIT, and NU
Section Board Meetings:

· December, March, June, September; present status report of committee activities to Board
Planning Meetings:

· Two meetings per year as determined by the Committee Chair
5.12 student outreach committee
Charge:
The Committee shall be responsible for cultivating contacts with junior high and grade schools for the purpose of creating awareness among students and teachers of the civil engineering profession.

Activities:
The Committee shall serve a two-fold purpose:
1.
To meet the needs of individual members interested in devoting time to students and classroom practice.

2.
To work to establish partnerships between interested firms and schools.

The Committee shall establish and maintain a database of engineers who are willing to donate time to speak with school children about their profession.  The Committee Chair will be responsible for matching speakers with requests as well as soliciting requests from schools.  A program of introductory contacts with schools shall be initiated and followed up with personal visits and inquiries.  The focus shall be towards grade schools and middle (junior high) schools.  The initial contact shall be in the form of a mass mailing from a list coordinated from available efforts of other Section Groups.

Membership:
The Committee members will be selected by the Section Board of Directors.


Criteria for selecting members:

1.
Interest, willingness and availability for committee service.

2.
Interest in dealing with students and educators.

Budget:
No standing budget.  Requests for expenditures are to be presented to the Board for approval.
Meeting 

Schedule:
Section Board Meetings:

· November, February, May, September; present status report committee activities to Board

Planning Meetings:

· Two meetings per year as determined by the Committee Chair

6.0 groups

The Section shall maintain, as needed, a number of subsidiary organizations to facilitate carrying out the objectives of the Section, to promote interest in the Society and to provide members of the Section a better opportunity for participation in local Section activities.  Groups are expected to maintain their own treasuries and be self-supporting.  Groups must hold a minimum of six events per year to maintain group status.  Fro time to time, the charge of subsidiary organizations will be reviewed to assure that the organization is providing a beneficial service to the Section.  If not the organization may be encouraged by the Section Board of Directors to reorganize or disband.  Similarly, if a membership need is not being met by the current subsidiary organizations, the Board may at its discretion form a new organization.  The current subsidiary organizations which operate within the Section include:

Geotechnical Group

Structural Group

Environmental Engineering & Water Resources Group

Urban Planning & Development Group

Transportation Group

Younger Member Group

Management Group

Detailed descriptions for each subsidiary organization follows:

6.1 geotechnical group

Charge:
Provide programs of interest to Geotechnical Engineers, and an opportunity to meet colleagues waking in the profession.

Encourage graduate work in Geotechnical Engineering by awarding scholarships.

Promote the practice of Geotechnical Engineering to the public.

Coordinate and cooperate with other organizations associated with the Geotechnical Engineering profession for the benefit of Geotechnical Engineers and to promote the practice of Geotechnical Engineering to the public.

Activities:

· Dinner meetings are held, usually monthly, from September through May, with presentations given by local or visiting professionals.

· A four-part geotechnical lecture series co-sponsored with the Illinois Institute of Technology is planned and held every other year during the spring of even-numbered years, with nationally recognized speakers giving presentations and preparing papers published as part of the lecture series proceedings.

· A student scholarship is offered annually to a Geotechnical Engineering graduate student attending IIT, Northwestern, or University of Illinois or family Section members attending any accredited school.

· Sponsorship of continuing education seminars.

· Sponsorship of local ASCE student chapter activities.

Membership:
ASCE member working as a Geotechnical Engineer or in a field related to Geotechnical Engineering, or with an interest in Geotechnical Engineering.

Officers:
The Group annually elects three officers, consisting of Chair, Vice Chair, and Treasurer.  A three year commitment is normally expected.
Budget:
Budget and expenditures are approved by the officers.
Meeting 

Schedule:
Group meetings are typically held every second Tuesday of the month at the Como Inn in Chicago, Illinois, with social hour at 5:30 pm, dinner at 6:30 pm, and presentation at 7:30 pm, with the meeting adjournment at approximately 8:30 pm.
The lecture series is held in even years typically on the last Tuesday in February, the second and fourth Tuesday in March and the second Tuesday in April.  The lecture series is held from 6:30 to 9:00 pm at the IIT Kent College of Law campus in downtown Chicago.

6.2 Structural group

Charge:
Provide programs of interest to Structural Engineers.

Promote the practice of Structural Engineering to the public.

Coordinate and cooperate with other organizations associated with the Structural Engineering profession for the benefit of Structural Engineers and to promote the practice of Structural Engineering to the public.

Activities:

· Dinner meetings are held monthly from September through May.  Speakers and topics are chosen based on anticipated interest by the Structural Engineering community.  Speaker, topic, meeting time, and meeting locations are announced in the Newsletter and via facsimile through the Group facsimile tree.
· A lecture series occurs during the spring of odd-numbered years.  Lecture series consists of four evenings devoted to topics which follow a common theme.  A lecture series committee chair is chosen by the Executive Committee.  Lecture series committee consists of Executive committee members and other interested individuals from the engineering community.  Organizational/planning meetings are scheduled for early in the year prior to the lecture series and regularly thereafter until the lecture series begins.  Any profits realized from the lecture series fund the student scholarship award.

· A student scholarship is offered annually, contingent on availability of funds, to a Structural Engineering student from Illinois Institute of Technology, University of Illinois at Chicago, or Northwestern University.  Scholarship is presented in an effort to promote the development of future Structural Engineers.

· The Group has sponsored continuing education seminars such as the FHWA Bridge Seismic Course.

· Group members often participate in Engineer’s Week activities and other events to promote the engineering profession.  In past years, Group members have judged the annual high school model bridge building contest at IIT and have lectured at area schools.

· A Lifetime Achievement Award is offered annually.  Objective of the award is to recognize a Fellow of ASCE who has been committed throughout his/her career to the advancement of Structural Engineering.  Lifetime Achievement Award is normally presented at the May dinner meeting.

· Group sponsors local ASCE student chapter activities.

Membership:
ASCE Member working as a Structural Engineer or in a field related to Structural Engineering.
Officers:
The Group has five members of the Executive Committee consisting of Past Chair, Chair, Vice Chair, Secretary, and Treasurer.  A separate chair and committee is formed for special activities as needed.  A five year commitment is normally expected for new Executive Committee members.

Budget:
Budget and expenditures are approved by the executive committee.
Meeting 

Schedule:
Executive meetings are held one hour prior to dinner meetings and at other times as required by Group activities.  Meetings usually not held from June through August.

6.3 Environmental engineering & water resources group
Charge:
Provide leadership and a voice for the environmental and water resources engineering community in the Chicago metropolitan area.

Provide classes, seminars, luncheon and dinner meetings which promote engineering community participation, provide an exchange of information, and offer an opportunity to expand and update engineering knowledge.

Encourage the engineering community to promote Civil Engineering as a profession and especially environmental engineering and water resources by actively supporting the ASCE National organization activities, by supporting educational institutions through direct financial contributions when appropriate; by providing leadership and guidance when desired; and by providing personal time when required.

Provide a business and social atmosphere among Civil Engineers in contrast to the normal competition that exists between consultants, public agencies and other sectors of the civil Engineering community.  Develop lines of communication between engineers which promote Civil Engineering and a common sense of community.
Activities:
The Environmental Engineering and Water Resources Group typically have an active annual agenda which includes seminars, dinner meetings, professional and recreational outings, as well as co-sponsored meetings with other professional organizations.  The Group also sponsors a student award contest, student chapter’s activities and educational programs for minority students.
Membership:
All current or aspiring Civil Engineers are eligible for membership in the Environmental Engineering and Water Resources Group.  Voting membership is limited to ASCE members of good standing.
Budget:
The group sponsors and plans numerous activities where the members donate their professional time freely for the purpose of raising funds to promote Group activities including student awards, minority student programs, etc.  At the same time many programs, seminars, etc. are offered at rates to the engineering community to encourage the dissemination of information.
Meeting 

Schedule:
The second Tuesday evening of every month or as necessary.

6.4 urban planning & development group

Charge:
Provide a forum for engineers and others to broaden understanding of significant issues in the urban planning and development field.

Promote cooperation between various planning disciplines by means of joint activities.

Develop position papers or statements concerning planning and development issues for the consideration of the Section Board of Directors.

Activities:
Conduct seminars and workshops to educate interested persons on important urban planning developments.  The Committee would be responsible to plan the program, coordinate to plan the program, coordinate all the facilities, contact prospective attendees, and fund each activity.
The Group sponsors an annual scholarship to Midwest college students interested in the Urban Planning and Development field.

Membership:
All members of ASCE in good standing are eligible for membership in the Urban Planning and Development Group.  Officers of the Group are the Chair, Vice-Chair, Secretary and Treasurer.
Budget:
The group’s activities (seminars, lectures, workshops, etc.) are conducted to generate funds to sponsor group activities and to make contributions to organizations and student groups at universities located in the geographic area of the Illinois Section.
Meeting 

Schedule:
Monthly meetings are held the morning of the third Thursday of each month, or as needed.

6.5 Transportation group

Charge:
Exchange knowledge and information of transportation related practices and procedures between professionals in the public and private sectors, institutions of higher learning, and civic organizations.

Promote the field of transportation engineering to the public and various student groups.

Provide monthly programs to include speakers in the areas of highways, railways, aviation, and transit.

Recognize individuals who have demonstrated commitment and outstanding achievement in the field of transportation engineering.

Activities:
Luncheon and dinner meetings to be held monthly for engineering professionals in the transportation field.  Topics typically cover areas in the planning, design, and construction of highway, railway, transit, and airport facilities.  In addition, short course, scholarships and a Lifetime Achievement award are also sponsored.
Membership:
Any ASCE members of the Executive Committee, consisting of the Chair, Vice Chair, Secretary, Treasurer, and Pat Chair.  A Chair is also selected for various ad-hoc committees to include the Short Course, education Liaison, Programs, and Newsletter.
Budget:
Budget and expenditures are approved by the Executive Committee.
Meeting 

Schedule:
Executive Board meeting held on the second Tuesday of each month excluding the summer months.
6.6 younger memer group

Charge:
To provide the opportunity for younger civil engineers to become involved with the ASCE-Illinois Section for the first time while acting as a bridge between student membership and the other technical groups...
The Younger Member Group (YMG) offers younger members a chance to interface with their peers on a professional level and cultivate contacts within the civil engineering profession...
Activities:
The YMG typically hosts five technical dinner meetings throughout the year and one non-technical, professional development meeting.
In addition to the technical and professional meetings, YMG hosts informal functions such as various tours, recreational outings, and a holiday party each year.

The YMG also sponsors and participates in many charitable activities such as Habitat for Humanity, Future Cities Mentoring and Judging, blood drives, and fund raising for various organizations.

Membership:
ASCE in membership is not required to attend YMG meetings and students are strongly encouraged to attend.  YMG members are encouraged to become ASCE members and to become involved with the other technical groups as they progress in their careers.
Officers:
The YMG has four officers consisting of the Chair, Vice Chair, Treasurer, and Secretary.  To hold an office, one must be a member of the ASCE Illinois Section and be under 35 years of age.  A four year commitment is normally expected for new officers.
Budget:
The YMG does not set an operating budget but strives to maintain a balance between receipts and expenses for each activity as approved by the officers.
Meeting 

Schedule:
One meeting/informal event per month plus various tours and charity functions.  The normal meeting date for the technical meetings is the third Thursday of the month.
6.7 management group
Charge:
The Management Group will:

· Advance the profession of engineering in administration and functional application of management systems.

· Present and discuss subjects relating to the program, resource, construction, and staff management systems.

· Promote the components of engineering management education.

· Provide a resource to Section officers and committees.

· Cooperate with other organizations engaged in similar ore related activities.

Activities:
The Management Group meets on a regular basis to listen to speakers on a variety of management-related topics.  A minimum of six meetings are held a year, and more may be held if demand warrants.  In addition the group sponsors or co-sponsors various management-related seminars throughout the year, usually in conjunction with other professional societies or ASCE national.  Several ad-hoc committees in the group deal with related issues on an as-needed basis.
Membership:
All ASCE members in good standing with an interest in management are welcome to attend luncheon and Ad-Com meetings.
Officers:
Five officers are charged with overseeing the conduct of the group, they are: the Chair, Vice-Chair, Secretary, Treasurer, and Past-Chair.  In addition, ad-hoc committee chairs are appointed from time-to-time for specific tasks.  Group management activities take place at “AdCom” meetings that include the officers and any interested participants.  These meeting are generally held monthly, sometimes in conjunction with the luncheon and speaker.
Budget:
The Management Group has been in existence since 1993, and is still building revenue sufficient to warrant a regular budget.  At this time, only those activities that do not require a monetary commitment on the part of the group are undertaken.
Meeting 

Schedule:
A minimum of sic luncheon/dinner meetings are scheduled a year.
7.0 National convention rotation
The ASCE National Convention is the major Society event of the year.  The convention takes place in the fall each year in one of the four ASCE geographic zones on a rotating basis.  The convention is designed to attract all elements of ASCE and the civil engineering profession at large, with an array of technical presentations; professional, educational and business events; and many social functions, all of which strengthen the civil engineering fraternity.  The convention has been the main focal point, as well, for convening the international civil engineering community, which ASCE has fostered in recent years.

Each convention is developed by a convention committee, appointed by the Board-level Committee on Conferences and Convention, over an approximately 18-24 month period.  The convention committee solicits session proposals, review proposals, and sets the technical and special activities program for the convention.

Upcoming conventions will be at the following locations:

The last ASCE National Convention to convene in Illinois was held in Chicago during October 1978.

Baltimore/Zone +
October 20-23, 2004

Baltimore Convention Center
Los Angeles/Zone IV

October, 2005

Chicago/Zone III

October, 2006

8.0 action schedule

	Every Section board Meeting
	Every Section board Meeting

	Agenda for Board meeting
	President

	Minutes of Previous Meeting
	Secretary

	Minutes of Cash Statement
	Treasurer

	Board Meeting Summary for Newsletter
	Secretary

	Submit Group Reports
	Group Chairs

	Submit Primary and Secondary Article to Newsletter Editor
	Scheduled Groups

	Submit President’s Notes to Newsletter Editor
	President

	November
	

	Submit Budget to Board for Review and Approval
	President, Treasurer

	Identify Representatives to Zone III Management Conference
	President

	Submit Annual Report to National
	Secretary

	Submit Applications for Zone III Management Conference
	Secretary

	Submit Call for national Committee Nominations to Newsletter Editor for Publication in December and January Newsletters
	Past President

	December
	

	Submit Approved Budget to Newsletter Editor for Publication in January Newsletter
	President, Treasurer

	Submit All for Nominations to Newsletter Editor for Publication in January Newsletter
	Past President

	Present Summary Report on Annual Dinner Meeting
	Annual Dinner Committee Char

	January
	

	Contact ASCE National President Elect to confirm date for President Elect Dinner Meeting
	President Elect

	Form Nominating Committee for Section Officers and Directors
	Past President

	Submit Nominations for National Committee Assignments to ASCE National
	Past President

	February
	

	Announce Speaker, Date, and Location of Spring Suburban Dinner Meeting
	President Elect

	Attend Zone III Management Conference
	President Elect and First Year Directors

	Inform Board of date, time, and place of Annual Dinner Meeting
	Annual Dinner Committee Chair

	March
	

	Report on Zone III Management Conference
	President Elect

	Identify Student Annual Winners for Spring Suburban Dinner Meeting
	Student Chapter Committee Chair

	April
	

	Preside at Spring Suburban Dinner Meeting
	President Elect

	Submit Call for Award Nominations to Newsletter Editor for publication
	Awards and Prizes Committee Chair

	Identify Group Representatives to Awards and Prizes Committee
	President

	May
	

	Submit slate of Candidates for Board Approval
	Past President

	Submit Notice of Golf Outing to Newsletter Editor for Publication
	Minority Affair Committee Chair

	June
	

	Submit Board Approval Nominees to Newsletter Editor for publication in July/August Newsletter
	Past President

	Preside at President elect Dinner
	President Elect

	July
	

	
	

	
	

	
	

	
	

	
	

	August
	

	Convene committee to review Award and and Prizes Nominations
	Awards and Prizes Committee Chair

	Conduct Golf Outing to aid Minority Student Program
	Minority Student Committee Chair

	Send Notice to Group and Committee Chairs for Annual Report
	Secretary

	September
	

	Attend District 8 Council Meeting
	President, President Elect, and Secretary or Treasurer

	Present Recommendations of Section Award Winners to Board
	Awards and Prizes Committee Chair

	Convent Planning Committee
	President Elect

	October
	

	Attend Council of Presidents Meeting at Annual Convention
	President

	Appoint Committee Chairs
	President

	Preside at Annual Dinner Meeting
	President

	Report on District 8 Council Meeting
	President

	Convene Finance Committee to prepare Annual Budget
	President

	Present Summary Report on Golf Outing
	Minority Affairs Committee Chair

	Present Schedule of Deadline Dates and Responsibilities for Primary and Secondary Newsletter Articles
	Newsletter Editor

	Report Recommendations of Planning Committee
	President Elect

	Submit Annual Report of Group Activities to Secretary and Treasurer
	Group Chairs

	Submit Annual Report of Committee Activities to Secretary
	Committee Chairs


American Society of Civil Engineers

Illinois Section

Application for Funding Requests

	Applicant:
	
	
	Event/Need for funding:
	

	Address:
	
	
	
	

	
	
	
	Amount of Request:
	

	Contact:
	
	
	Payable To:
	

	Phone:
	
	
	Date Needed:
	

	
	
	
	
	

	

	Provide a brief description of the event and how the funding will be allocated:


	

	Describe how this project or event will benefit the profession:


	

	The Funding request must be formally presented at an Illinois Section Board Meeting, the Contact shall:

* - Provide a brief oral presentation of the event or project.

* - Be prepared to demonstrate that other sources of funding have been investigated. (i.e.- if the request is for a construction project, material suppliers have been contacted)

* - Discuss participation of membership in the event.

* - Discuss the project/event budget; a hardcopy should be attached with this form.


This form must be typewritten.
Applications should be submitted a minimum of two weeks prior to the monthly meeting.
	Board use only:
	

	Date:
	

	
	Recommendation:
	

	
	Amount:
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