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VISION STATEMENT

ASHRAE

will be the global leader in the
arts and sciences of heating,
ventilation, ar conditioning
and refrigeration;

will be the foremost, authoritative, timely and responsive source of
technical and educational information, standards and guidelines; and

will be the primary provider of opportunity for professona growth,
recognizing and adapting to changing demographics and embracing
diversty.
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FOREWORD

This manual has been prepared to assist chapters of the Society in planning, organizing and improving their
operation. It isintended as a guide and with certain exceptions, such as directions based on Rules of the Board,
Chapter Constitution and Bylaws, etc., the chapters should feel free to amplify and modify the suggestions to
suit their own needs.

Chapter officers and committee chairs should keep in mind that there is no better way to assure the success of a
chapter than to have each member feel a definite sense of responsibility. To accomplish this, participation is
important and, insofar as practicable, every person should be a part of at least one committee.

Good liaison among chapters in a specific region and between chapters and Society Headquartersisvital to the
overall effectiveness of the Society. For chapters assigned to Regions the Regional Chairs are the liaison agents
who channel information among the chapters and it is important that these chapters maintain effective
communication through their Regional Chair. Regional boundaries are outlined in Appendix P.

The Society is governed by the following documents in the order listed:

A. Certificate of Consolidation (Appendix E)

B.  The Society Bylaws (Appendix E)

C.  Rulesof theBoard

D. Chapter Constitution and Bylaws
(Model — Appendices DD1 and DD2)

Each Chapter President will be issued one copy of this manual on CD-ROM with the intent that the Chapter
President will distribute copies to the Chapter President-Elect, Treasurer, Secretary and Committee Chairs.
Copies of this manual may also be downloaded from ASHRAE' s website. Updates are added to the Manual for
Chapter Operations on ASHRAE' s website following the Winter and/or Annual meetings. (00-06-25-22B)

The obsolete manual should be destroyed and the new manuals distributed.

The new president should conduct a planning meeting early in the year, using this manual asaguide to set goals
and objectives. All officers and board members and committee chairs should attend the planning meeting.

In cases of incorporation in certain jurisdictions, the designation "Board of Directors’ may be required in lieu of
"Board of Governors." This document does not prohibit that terminology.
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SECTION 1
CHAPTER OFFICERS

This section covers the selection of chapter officers
and is intended for the guidance of chapter officers
and committees.

In view of the misunderstanding that sometimes
prevails as to the duties and functions of various
officers and committees, it is recommended that each
chapter follow this manual, except as these rules are
modified locally, consistent with the bylaws of the
chapter, to take care of any unusual local conditions
or situations.

All chapter officers shall refer to Appendix A,
“ Suggested Chapter Operations Calendar,” to become
completely familiar with proper scheduling of chapter
administrative functions.

This manual is designed for chapters having a May
election date. Chapters having other election dates
should adjust accordingly.

11 Selecting Chapter Officers

Some factors to be considered when selecting officers
are:

A. The nominee shall have the grade of
associate member or higher, in good
standing.

B. The requirements of the job and the personal

qualifications of nominees to meet these

demands.

C. Business position and facilities that are
available for carrying out duties of
appointment. It is important that a chapter
secretary have secretarial help.

D. Will nominee's employer approve of time and
probable expense involved?

E Are nominees members with good
attendance records, and have they
demonstrated willingness to accept chapter
responsibilities through committee work?

F. Are prospective officers and committee
members pre-qualified for the duties of the
offices?

G If the chapter has a regular order of

progression through the chairs, each person
nominated for the initial position must be
evaluated on the basis that they are being
selected as a future president of the chapter.

H. Chapter officers are expected to attend the
Chapters Regional Conferences (CRC).

Duties of Officers

The officers and other members of the Board of

Governors are elected by the chapter in accordance
with its bylaws. Their duties are explained in the

Section 1, Page 1
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following subsections.

See Appendices RR1 and RR2 for sections of this
manual that are of special interest to various officers.

111  Sdecting Chapter Committee Chairs

The selected Chapter Committee Chair must be a
member of Society in good standing and shall have
the grade of Associate Member or higher. (99-10-03-
54)

12 President

The president shall be responsible for the conduct
and supervision of all activities of the chapter during
his/her term of office, al in accord with the bylaws of
the Society and the chapter. The president will be
expected to preside at all meetings of the chapter and
of the chapter's Board of Governors. As soon as
possible after being elected, and prior to the first
chapter meeting of the year, the president should call
a meeting of the Board of Governors and invite
members of the previous Board and committee chairs.
At this first meeting, review the Manual for Chapter
Operations to ensure that all officers and committee
chairs are familiar with their duties and explain any
special assignments.

The president should develop a calendar of events
(Appendix A) for the chapter operating year and
distribute it to all officers and committee chairs. This
calendar will probably change during the year, so that
it will be necessary to issuerevisions.

It is the responsibility of the president to prepare
agendas and assure that all meetings start and end on
time and that scheduled events are accomplished.
Although committees are assigned duties related to
the initiation and conduct of chapter activities, it is
the responsibility of the president to correlate such
activities. The president is also charged with the
responsibility of seeing that the enthusiasm among
chapter membersis constantly stimulated.

13 President-Elect and/or Vice Presidents

Each chapter elects one president-elect and one or
more vice presidents, as its own bylaws indicate.
These individuals, in order, assume the presidency in
the event it becomes temporarily or permanently
vacant. In addition, they are members of the chapter's

Board of Governors. They will also assume whatever
duties are assigned them by the chapter president or
the Board of Governors.

Prior to taking office as President, the President-Elect
will appoint those committee chairs who will be
serving during his’/her year as President. These
appointments should be made in consultation with
the current President and currently serving committee
chairs. The President-Elect shall present his/her
proposed appointments to the Board of Governors for
its approval. When possible, effective chairs should
be encouraged to continue in their posts. Failing in
this, members of the retiring committee should be
given preferred consideration. These appointments
should be made sufficiently far in advance of the CRC
to permit attendance by the appointees at CRC
workshops in the period prior to the appointees
active participation as chair of the chapter
committees. At the time chapter committee chairs of
those committees having workshops at the Chapters
Regional Conference are appointed, they must be
reminded of the expectation that they will attend their
workshop at the CRC and will register at the CRC.

14 Secretary

The secretary takes part in all activities of the chapter,
particularly as a record-keeper. The secretary is
responsible for the matters listed below. The work
may be lightened, if certain details are delegated to
other responsible members.

Specific tasks which are the secretary's responsibility
are:

A. Act as secretary for the business part of
each chapter meeting and for meetings of the
Board of Governors.

B. Function as a member of the Board of
Governors; keep all chapter records; act as
liaison between the chapter and Society
Headquarters.

C. Be familiar with "Roberts Rules of Order
(Revised)" (Appendix S) for conducting
business sessions.

D. Maintain a record of each member's
attendance and chapter activities for use of
the Nominating Committee.

Section 1, Page 2
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Send separate minutes of the chapter
meeting and the Board of Governors' meeting
to the Regional Chair and the Regional Vice
Chair of Chapter Programs (where applicable)
within three weeks of each meeting. The
standard form (Appendix 1) may be copied
from this manual, or you may retype a
facsimile of the standard form. Use a
separate form for the board meeting, the
chapter meeting and the section meeting.
Clearly identify the meeting for which each
set of minutesis recorded.

Keep lists of members and prospective
members up to date, cooperating with the
Membership Promotion Committee. Certify to
the Board of Governors that all chapter
members are bona fide members of the
Society.

Obtain and distribute forms, supplies, etc., as
needed. Certain supplies may be obtained
from Society Headquarters.

Act for the Board of Governors in taking
charge of all property of the chapter, such as
the charter, bylaws, banners, projectors, etc.

Arrange for printing and mailing of meeting
notices.

Promptly notify the officers, nominated
candidates and members of all committees of
their selection, nomination or appointment.

Complete and mail the Chapter Information
Questionnaire (Appendix J), as instructed by
Society Headquarters, prior to June 1.

Beresponsible for preparing a chapter roster.
A copy of this roster must be sent to the
Regiona Chair (where applicable).

Keep roster of chapter members up to date.
Society Headquarters will supply current
rosters periodically with updates monthly.
(Appendix B).

Make certain that the Regional Chair
receives a copy of chapter correspondence
(where applicable).

Perform other functions as outlined in

subsequent parts of this manual.
15 Treasurer (02-10-19-59)

The treasurer is responsible for the receipt,
safekeeping and disbursement of chapter funds; for
keeping adequate records of fnances; for keeping
chapter expenditures in line with income. The
treasurer will keep the Board of Governorsinformed of
the financial condition of the chapter and submit a
financial report complete with the report of the Audit
Committee annually to the Board of Governors, with a
copy to the Regional Chair. The treasurer should
obtain and study the chapter bylaws and operate in
compliance with both documents. The treasurer is
responsible for complying with the following sections
of the MCO:

Section 2.3 “ Audit Committee”

Section 2.9 “Finance Committee”

Section 4 “Finances’

Section 8.4 “Filing”

Appendix LL “Guidelinesfor Filing Tax Returns’
Appendix RR1 *Reference Table for Chapter Officers”
Appendix SS“Report on Agreed Upon Procedures
Applied — Suggested Independent Accountant’s
Report”

The Treasurer should accomplish the following
duties:

MONTHLY:

Make deposits to checking account:
Retain documentation showing date,
amount and from whom received.

Write checks:

Retain documentation for all checks
written showing check number, date and
amount paid.

Record all transactions in check book
and ledger.

Reconcile bank account with bank
statement.

Certificates of deposit:
When a CD is ready to mature, discuss
with the board whether to let it roll over
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category

or b cash it in to meet the chapter's
financial needs or to invest the funds
elsewhere.

Prepare treasurer’s report for Board of
Governors:

Beginning balances off all accounts
Receipts for the month by source
Disbursements for the month by

Ending balances of all accounts

Maintain treasurer’ sfiles.

ANNUALLY:

In November:

Federal tax form 990 due November 15
Determine if filing is required. Refer to MCO
Appendix LL.

In June:

Submit records to Audit Committee. Assist
Audit Committee. Prepare annual financial
report and present copy of financial report
and Audit Committee report to chapter BOG
and DRC. This report must be presented by
the end of the chapter fiscal year.

MISCELLANEQOUS:

If chapter bylaws are amended, the chapter
must send copy of changes to the IRS
District Director by the 15" day of the §"
month after the change OR if filing 990 prior
to this date, can include it with form 990.

If the accounting period (year end) or the
legal structure of the organization is
changed, the chapter must notify the IRS.

ASSIST TRANSITION OF NEW TREASURER:

Obtain new signature cards for banks
(checking and certificate of deposits).

Notify banks of change of address.
Update Treasurer’s Duties.

Turn over al treasurer’s files to new
treasurer.

Forward any ASHRAE treasurer docu-
ments/checks you receive to the new
treasurer immediately.

ANNUAL AUDIT:
Annual audit by the Chapter Audit
Committee is mandatory. One copy of the
report should be retained by the outgoing
treasurer for personal records. Copies should
be submitted to the chapter BOG and to the
DRC.

TREASURER FILES:

The treasurer’s files should contain all information
that would be required for an IRS audit:

Bylaws (original and any amendments)
Minutes of meetings (optional for
treasurer to keep, get these from the
secretary)

List of officers names, addresses and
phone number (for each year)

List of members (optional — should be
ableto get from the secretary)

Certificates of Deposit including all
documents and correspondence from
banks:

Checking account statements and
reconciliation

Check books and ledger sheets
Documents to back up all payments
Detailed deposit records

Treasurer’ sreports

Tax returns

Tax exempt application, notification of
tax exempt status and tax identification

number

Sales tax exemption number

Section 1, Page 4
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The treasurer functions as a member of the chapter's
Board of Governors. The treasurer is responsible for
coordinating the preparation of the annual budget, for
coordinating the collection of local dues or funds, and
for disbursing funds as authorized by the Board of
Governors. Any investment of chapter funds should
be approved by the local chapter's Board of
Governors. Whether or not the treasurer is also
responsible for handling dinner-ticket money and
similar items is optional with the chapter. (This detail
may be the responsibility of the Reception Committee
or any individual named by the Chapter Programs
Committee.)

IRS Filing Requirementsfor USA Chapters

Depending upon the amount of your chapter's "total
gross receipts' and/or "unrelated business income”
as defined by the Internal Revenue Service (IRS), the
chapter treasurer may have to file a tax return on
behalf of hislher chapter with the IRS. For more
information, including criteria for determining whether
or not your chapter must file a return and what forms
to use, refer to Guidelines for Filing Tax Returns for
USA Chapters. (Appendix LL)

Tax Implicationsfor Non-USA Chapters

Non-USA chapters will have to contact local tax
authorities to determine any tax implications.

1.6 Board of Governors

The Board of Governors consists of the chapter's
elected officers, the most recent past president and
other members elected by the membership in
accordance with the chapter's bylaws.

The Board of Governors nmanages and conducts the
affairs of the chapter in accordance with the bylaws of
the chapter and has supervision and care of all
property of the chapter. It presentsto the members at
the annual meeting a general statement on the work of
the year and the condition of the chapter. The Board
of Governors must meet once each month, at a
designated time that does not conflict with other
chapter activities.

The Board of Governors, at its first meeting, should
review the chapter bylaws to be sure that the current
operations of the chapter are in accordance with the
provisions of the bylaws. If any of the procedures
deviate from what is written in the Model Chapter

Bylaws (Appendix DD1), or from the list of acceptable
deviations (Appendix DD3), the bylaws should be
amended to reflect current practice. (See Appendix
DD4, Procedures For Updating Chapter Bylaws.) If
there is any question as to whether or not the bylaws
should be amended, please address them to your DRC
or to the C& BL Staff Liaison at Society Headquarters,
who will consult with the C& BL Committee for advice.

Prior to the installation of officers, the Board of
Governors will appoint from among the active
members of the chapter three auditors to examine and
certify the accounts of the treasurer. No officer or
member of the Board of Governorsis eligible to serve
as an auditor.

17 Suggested Format for Installation of
Chapter Officers

Election to chapter office is adistinct honor bestowed
upon ASHRAE members by their peers for their
efforts, but more importantly, it is in anticipation of
placing the chapter interest on their list of priorities.
It goes without saying, for any chapter to provide the
appropriate and expected service to its members, the
chapter officers and Board members must be
committed to the tasks required and specified in the
Manual for Chapter Operations, which is necessary to
achieve the Society's purpose of advancing the arts
and sciences of heating, refrigerating, air-conditioning
and ventilating.

Past Society or regional officers, or past chapter
president should be considered to install the chapter
officers.

President Roard of Governars

President-Flect Roard of Governars

Vice Precident Roard of Governars

Treasurer Roard aof Governars

Ask each individually, “Do you , promise to
fulfill the duties and responsibilities of your office as
specified in the Manual for Chapter Operations? Y our
response being affirmative indicates your willingness
to accept the responsibility being placed upon you by
your chapter, your region and your Society. I,
therefore, install you as the duly elected and sworn
officers and Board members of the Chapter
of ASHRAE.

Section 1, Page 5
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In closing, may | remind you that you have capable,
willing chapter members to assist you, BUT the
success of the chapter isin your hands.”

(NOTE: Refer to Appendix T for a long-form
installation ceremony that may be used at the chapter
installation meeting.)

18 Officer Commendations

Certificates of appreciation, past presidents pins and
other forms of appreciation should be employed by
the chapter's Board to indicate their appreciation for
the efforts on the part of their members in taking
leadership roles. At annual meetings or other special
events, the chapters are urged to express their
appreciation and thanks for the diligence of their
|eadership.

Section 1, Page 6



MANUAL FOR CHAPTER OPERATIONS

Chapter has notified Headquarters
inwriting.

B. Chapter Dues Unpaid- Includes
members who did not include
Chapter Dues with their Society
Dues when renewing their
ASHRAE members. It will aso
include members that have paid
chapter dues directly to the local
chapter, if the chapter has not
properly notified Headquarters.

Members who pay only Society dues will not
receive any follow-up notices for “Unpaid
Chapter Dues’ from Society. The chapter will
be responsible for follow-up and collection
of local dues not paid through Society.

Section 4, Page 4
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SECTIONS
MEETINGS

51 M eetings

The hub of chapter activities is the monthly meeting.
It is the obligation of the officers and the committee
members in charge to make the meetings interesting
and instructive to all areas of membership interest,
and to make prospects, guests and members feel
welcome and "at home."

The number of meetings scheduled will vary, but each
chapter should schedule at least eight chapter
meetings per year. At least six of the chapter meetings
shall include ASHRAE industry related programs.

Certain activities must be accomplished at designated
meetings to comply with Society and chapter Bylaws.
(Appendix A listsrequired activities.)

Robert's Rules of Order Revised are recommended as
the prevailing procedure for conducting chapter
meetings. (See Appendix S for summary of these

rules.)
52 Definition of a Good Meeting

Why do people attend? The most frequent reasons
are:

A. To receive and transmit technical
information.
B. For better acquaintance among members and

others engaged in the same fields.
C. Fellowship and enjoyment.

D. To develop knowledge of the problems
encountered in the industry.

A successful meeting is one which is designed to
provide opportunities for the maximum amount of
these four things. Some criticisms of meetings and
possible remedies are listed on subsequent pages,
under Difficulties and Remedies of Chapter Meetings

Section 5, Page 1
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Matters pertaining solely to politics, religion or trade
are considered inappropriate for a Technical Society
and, therefore, shall not be a subject of discussion at
meetings of the Society or be included in any of its
publications.

53 Selection of Speakers and Subjects for
Chapter Meetings

The selection of good speakers and appropriate
subjects for meetings is probably the most important
single responsibility in a chapter, because the
attendance at meetings depends mostly upon the
degree of excellence of the speakers and their
subjects. Therefore, extreme care should be used in
selecting speakers and subjects which will appeal to
the greatest percentage of the membership. The
following procedure has produced good results:

A. Poll the members about the first of April in
order to find out which subjects will be of
interest to the greatest number. The form
which is mailed to them may contain as many
subjects as deemed desirable.

B. When the results of the membership poll
indicate the preferred subjects, the Chapter
Programs Committee should start as soon as
possible — preferably in May — to line up
suitable speakers for the following year, with
emphasis on speakers in the area. Out-of-
town speakers are sometimes desirable, but
there is often a tendency to overlook loca
speakers, both outside and from within the
membership. It may be advisable to solicit
the opinion of the Board of Governors.

C. A panel of two or more people on a selected
subject is often very effective, but should be
properly prepared in advance.

D. If practicable, al of the meetings during the
year should be arranged by September, so
that they may be published in the chapter
roster.

E Two chapters in close proximity can consult
with each other to coordinate the exchange
of speakers. Also, for chapters assigned to a
region the regional vice-chair for Chapter
Programs should be contacted for speaker
suggestions.

54 M eeting Notices

The most important sales piece the chapter putsout is
the meeting invitation and notice. It is this notice and
the material presented therein that helps the
addressee to determine whether or not he/she will
attend a meeting.

The production and mailing of notices is usually the
largest single item in the chapter budget; therefore,
close attention must be paid to achieving a proper
bal ance between cost and attractiveness. A notice, if
well executed, need not be expensive to attract and
hold attention. Meeting notices should include the
following, clearly set forth:

A. The name of the Society and the chapter.
B. Date, time and place of mesting.
C. Name and business connection of speaker

and title of presentations, together with
reasons why members will benefit by
attending.

D. A clear indication that the member or guest
is welcome at the meeting, even if he/she
can't make the dinner.

E Procedure for making dinner reservations:
Either a return postcard or phone number to
call, or both. If return postcards are used,
they should, of course, be addressed and
composed so that they can be filled in and
returned with a minimum of effort. The use
of business reply-type cards may be less
expensive than supplying double postcards
with each notice. This type of card may be
printed as part of the meeting notice,
perforated for easy separation.
Arrangements for the use of this card must
be investigated with the local post office.

No reference may be made to door prizes, drawing for
free meals or anything similar in meeting notices for
United States chapters. To do so violates the anti-
lottery rules of the United States Post Office and the
meeting notices may be unmailable.

The use of postcards as reminders or follow-ups may
be worthwhile, but efficient telephone committees can
work wonders.

The timing of notices and remindersis very important.
A timing schedule that has been most effective,

Section 5, Page 2
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discussed from time to time and the following list
presents some ideas which have been used
successfully by different chapters. Some of these
ideas may betried for pre-dinner meetings.

The list is not necessarily in order of importance and
is merely presented to assist the Chapter Programs
Committee to select a series of programs which will be
diversified, as well as interesting to the membership,
which, of course, is the major objective of any

program.
A. Technical Taks

1 General Topics: There are many
general topics which are of broad
interest to our members. Some of
these are: Comfort, Psychrometry,
Insulation Requirements, Refriger-

system design, equipment
selection, conservation of space
and low initial cost of a project.
What about maintenance and
operation? What are the problems
of the operating engineer who has
to live with the job day after day?
How can the design engineer
improve the design to reduce
operating and maintenance costs?
How accessible is equipment for
servicing and repair? |s equipment
standard or special, requiring stock-
ing of spare parts? The answer to
these and many other questions by
a good operating and maintenance
superintendent can make an
interesting and informative meeting.

ants, Noise and Vibration, Industry B. Non-Technical Talks

Market Trends, Historical Talks,
Weather Data and many others. 1

2 Specific Topics. This list is
practically unlimited, but could get
boring. This type of talk is used
too often. Some of these are:
Heating Methods and Equipment,
Cooling Methods and Equipment,
Refrigeration, Food Freezing
Techniques, Fan Design and 2
Performance Pumps, Coil Design
and Application Sorbents,
Automatic Controls and any other
items of equipment, design
problems and applications pertinent
to our industry. These are the old
standby talks with which most
chapters are thoroughly familiar.

3. Installation and Testing: These
talks would discuss installation
problems of equipment, ducts, 3.
piping, etc.,, to acquaint the
audience with the knowledge of
what to do and what not to do in
the layout of job or selection of
equipment. Methods of field
testing, test procedure and analysis
of results will reflect design criteria
and equipment performance.

4, Maintenance and Operation: A
great deal of emphasis is placed on

Section 5, Page 8

Legal Aspects. Very few people are
even vaguely familiar with the legal
responsibility of the owner,
architect, engineer, contractor,
manufacturer and sales agent in our
industry. The Bar Association will
gladly cooperate to provide a
speaker on thisimportant subject.

Architect's Views: The architect-
engineer-contractor relationship is
an important one and one that
should not be overlooked or taken
for granted. Many chapters have
had successful meetings with an
architect-engineer-contractor panel
to discuss their various individual
problems relating to design,
specifications and installations or
project.

Building Manager's and Owner's
Problems: Building managers and
owners who, by virtue of their
position, are important people, are
frequently overlooked or ignored in
the design and installation phase of
aproject.

These people can be of valuable
assistance because of their knowl-
edge of the building facilities,
space, construction details and
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many other factors which must be
known to complete a project
successfully. The Building
Managers and Owners Association
will be glad to cooperate with our
chapters in creating a better
understanding of our mutual prob-
lems.

C. Field Trips

1

Manufacturing Plants: Plant visits
are both interesting and
educational. Most manufacturers
are proud of their plants, as well as
their product, and usually welcome
the opportunity to have groups
visit them.

Application Instalations: Visits to
specia and interesting refrigerating,
heating and  air-conditioning
installations are conducted by
many chaptersin the interest of our
profession. Including students in
these visits helpsto interest themin
our industry, which is a part of our
Society's selling campaign.

Research Laboratories: Many re-
search |laboratories welcome visits
by interested groups and are willing
to put on demonstrations which are
sometimes akin to magic. Universi
ties, private research laboratories
and research departments of many
manufacturers are potential sources
of interesting meetings.

D. Research Talks

1

ASHRAE Research: The Society's
research program covers a wide
variety of subjects which are in
various phases of research and
study by our technical committees.

There are qualified speakers on the
Society staff, as well as members of
the Research and Technica
Committee and the various research
advisory committees who are
available to talk on these subjects.
Arrangements may be made

through Headquarters office in
Atlanta.

University Research: Many
universities and colleges welcome
the opportunity to talk about their
research programs and projects,
particularly those institutions where
there is an ASHRAE cooperative
Program.

Trade Association Research: Be-
sides ASHRAE research, a large
number of trade associations also
conduct research which is of
interest to our members.

E Joint Meetings

1

Other Chapters. Some chapters
have found it advantageous to join
forces occasionally in order to
attract an outstanding speaker and
assure a large audience. This can
be readily done where chapters are
within a reasonable distance of
each other.

Other Related Societies: Interesting
meetings can be held jointly with
other societies which have common
interests with our own. (99-06-20-
45A)

F. Government Agencies

1
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There are many government agen-
cies spending thousands of
research and development dollarsin
the fields in which we are
interested. The U.S. Department of
Agriculture, Research Branch, at
Beltsville, MD, is an excellent
source of information on food
processing, such as drying,
freezing, transportation and
storage. The U. S. Navy, Bureau of
Ships, Heat Transfer Section in
Washington, D.C., can present talks
on heating, air-conditioning and
refrigerating problems common only
to marine applications.

Public Relations Director of any
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G

H.

government-civilian establishment
or the Public Relations Officer of
any military establishment can be of
help in advising on the type and
availability of speakers and
programs of interest to the
chapters.

Student Meetings

1 Students as Guests: Where thereis
a college or university with an
engineering course near a chapter,
many of the chapters arrange to
invite students for each meeting
and set aside one meeting for a
"student night." The dinner costs
are usualy underwritten by
members who "sponsor" a student
or the chapter picks up a portion of
the cost. This helps to interest
students in our industry and also
promotes student memberships and
activities in the interests of our
Society.

2. Students as Speakers. Some
chapters devote a full meeting or
portion of meetings for students to
present papers on some subject of
interest to our industry. In some
cases the student presenting the
paper or the best paper of the
season is rewarded with a
Handbook, Journal subscription or
student membership. Some chapters
have set up their own scholarship
funds to assist students. It should
be kept in mind that students are
future potential employees in our
industry and members of our
Society and should not be

neglected.
Panel Forums
1 The panel forum type of meeting,

because of its controversial nature,
is usually more entertaining than
educational and in most cases
draws the biggest attendance.

2. The subject of "specifications" with
an engineer, a contractor and a

manufacturer on the panel is one of
the most popular forums.

3. The subjects of “ Centrifugal versus
Reciprocating Conpressor,”

“High-Velocity Duct  Systems
versus Fan Coil Units,” “ Electric
Heating versus Fossil  Fuel
Heating” or “Warm Air versus Wet
Heat Systems’ are all good for a
controversial evening.

l. Seminars

Seminars are quite valuable in promoting the
Society and our professions.

For example, a chapter could hold two
seminars ayear: Onein the Fall on heating
and air-conditioning and one in the Spring
on refrigeration.

J Co-Sponsored Conference

Meetings held jointly  with  other
organizations can be rewarding to both
groups and are arecommended activity. (See
Subsection E of this section.) Problems and
possible legal complications can also
develop, and the guidelines appearing in
Appendix L should be carefully reviewed
when considering this type of meeting.

Whenever product or equipment expositions are held
in conjunction with a co-sponsored conference, a
disclaimer (Appendix BB) shall be posted within the
display area and a signed copy of the disclaimer shall
be sent to the Director of Member Services at
ASHRAE Headquarters.

5.14 Chapter Product Showsat Monthly Meeting
When conducting a product show at a regular
monthly meeting, the following guidelines shall be
followed:

A maximum of three displays per meeting,
with a4’ x 8 tablefor display.

There are no restrictions on the number of
products.
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The display and/or presentation cannot
interfere with the technical or business
session.

No time shall be provided on the program for
product discussion.

A disclaimer will be posted adjacent to the
display area and listed in any published
announcements.

5.15 Chapter-Sponsored Equipment
Expostions

Chapters are alowed to sponsor equipment
expositions of products, equipment and systems,
subject to the following restrictions:

The net display area will not exceed 10,000
square feet (929 square meters);

Individual display areas will not exceed 100
square feet (9.29 square meters);

No organization will have more than two (2)
display areas;

One (1) display area will be dedicated to
promoting Society publications and member-
ship;

A technical seminar of at least three (3)
hours will be held in conjunction with this
event;

A disclaimer (Appendix BB) should be
posted adjacent to the display area and
listed in the published material. A signed
copy of this disclaimer will be sent to the
Director of Member Services at ASHRAE
Headquarters; and

A notice of intent to hold an exposition must
be sent through the Regional Chair (where
applicable) and/or to the Director of Member
Services prior to the exposition. (Appendix
BB)

The following statement should be visible
during the chapter-sponsored equipment
exposition:

The—_____ Chapter does not act for
Society. The sponsor/co-sponsor of this

eventisthe__________ Chapter. (01-10-
07-60)

5.16 ASHRAE Regional and Chapter Alcohol
Policy (01-06-24-38)

ASHRAE Regions and Chapters when conducting
Regional or Chapter meetings or other events that
would warrant having alcohol on the premises shall
adopt these policies.

If alcoholic beverages are to be sold or served at a
Regional or Chapter meeting or other function on the
Establishment’s premises (or elsewhere under the
Establishment’s acoholic beverage license), such
beverages shall be dispensed only by the Establish-
ment’s employees and bartenders. The term “Estab-
lishment” shall mean the hotel, restaurant, club or
other organization providing the meeting space to the
ASHRAE Region or Chapter.

The Establishment represents and warrants that it
carries adequate liquor and dram shop liability
insurance to protect itself against claims arising from
the Establishment’s negligent activities where alcohol
isserved.

The Establishment agrees to comply with ASHRAE's
request to discontinue all alcoholic service at any
particular time during any of the ASHRAE Regional or
Chapter events held at the Establishment.

Service Requirements: The Establishment
shall:

a) request proper identification (photo ID) of
any person of questionable age and refuse
alcoholic beverage service if the person is
either under age or proper identification
cannot be produced;

b) refuse alcoholic beverage service to any
person who, in the Establishment’s judg-
ment, appears intoxicated; and

c) instruct it’ s bartenders not to over pour.

Training: The Establishment represents and
warrants that all Establishment personnel
have undergone adequate training to
prevent any incidents which could result in
claimsfor liquor liability.

Indemnification: Notwithstanding any other
provisions of this contract, the
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Establishment shall defend, indemnify and
hold ASHRAE, the ASHRAE Region or
Chapter, officers, directors, employees,
agents and members harmless from and
against any and all losses, damages, claims,
expenses and liabilities of any kind,
including costs of defense thereof, caused
by or arising from the Establishment’ s sale or
service of alcohalic beverages.
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SECTION 6
CHAPTER PUBLICATIONS

6.1 General
6.2  Chapter Roster

6.3  RulesPertaining to Chapter Publications

6.4  Guiddinesfor the Publication of Chapter Roster of Industry Representatives

6.5 ASHRAE Logo - Useand Regulations

CHAPTER PUBLICATIONS
6.1 General

Several chapters have combined their announcements
of meetings and other activities with a newsletter or
chapter publication of two, four or more pages in
order to create more interest among the members,
increase membership and stimulate attendance at
meetings.

The editor and assistant editor should be chosen from
among the membership. They should be members
who are interested in preparing this type of
publication and willing to devote the time and effort
required to produce a successful publication.
(Appendix CC includes guidelines for writing effective
chapter newsletters.)

Thefollowing items may be included:

Announcement of current meeting.
Announcement of future meetings and events.
News about individual members,

Activities of the chapter.

Activities of the Society.

Minutes of all chapter board meetings.

List of new members.

List of guests and company affiliations at last
meeting.

M essage from the president.

I[temsfrom the ASHRAE Journal and Lnsights.
Article by chapter technical committee.

The following rules shall be observed in the

preparation of chapter publications:

A. No contributions, except dues and research
contributions, shall be solicited by chapters
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without prior approval of the Board of
Directors. Chapters shall not issue publica-
tions or use the Society’ s name or emblem or
chapter insignia without the approval of the
Regional Chair. This is a mandatory require-
ment.

ALL CHAPTER MEETING ANNOUNCEMENTS
AND PUBLICATIONS MUST CLEARLY IDEN-
TIFY THE CHAPTER NAME AND LOCATION.

Copies of al news releases prepared by
Society Headquarters and deemed to be of
interest to chapters are mailed to the editors
of al chapter publications.

All publications of chapters shall contain the
following statement: “Statements made in
this publication are not expressions of the
Society or of the chapter and may not be
reproduced without special permission of the
chapter.”

The publication content shall not be
inconsistent with the purpose of the Society
as stated in the Constitution and Bylaws of
the Society and the method of presentation
shall be fully professional.

Advertising in any chapter publication shall
be limited to the reproduction of business
cards or specific acknowledgments or
compliments. Contributors to educational or
resource promotion funds may also be listed.

No subscriptions shall be solicited.

A copy of each publication shall be mailed,
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faxed or emailed to the Regional Chair (where
applicable), the chapter president and one
copy to the Director of Member Services at
Headquarters. (99-06-20-36)

l. Chapters are not alowed to sell/rent their
mailing lists. (99-01-24-15)

6.2 Chapter Roster
Most chaptersissue adirectory or roster each year. A
roster permits the membership to become better
acquainted with ech other and helps give them a
feeling of belonging to the organization.
A roster should contain the following:
List of Society and regional officers.
Officers of the chapter.
Chapter committees.
Programs for the year, listing meeting dates,
locations, speakers and subjects as completely as
possible.
Membership roster, including name, grade of
membership, position, company, business
address and phone, home address and phone.
List of past presidents of chapter with dates.
History of chapter.

List of charter members.

Geographical listing of members, if chapter
coversawide area.

Pertinent parts of Society and chapter Bylaws, if
desired.

One copy of the chapter roster shall be forwarded to
the Regional Chair (where applicable).
6.3 Rules Pertaining to Chapter Publications

(Note: The following is Appendix B of the TAC
Committee BAR.)

PURPOSE

The Society encourages chapters to initiate research
and technical information activities which may result
in Chapter Technical Publications. Such activities
shall be conducted under the supervision and
direction of the Technical Activities Committee and
the appropriate TC/TG/TRG.

PROCEDURES

A Chapter desiring to initiate such an activity shall
submit a copy of the outline of the proposed program
to the Director of Technology for appropriate
technical review. The Director of Technology will
submit it to the appropriate TC/TG/TRG for review,
advice, assistance and approval. Copies will be sent
to the cognizant Section Head, Chair of Technical
Activities Committee, Manager of Technical Services
and Director of Publications.

The TC/TG/TRG shall promptly review the outline and
make recommendations concerning it to the Section
Head. Upon approval of the Section Head the
TCITG/TRG Chair shall appoint a subcommittee of the
TCITG/TRG to review the proposed activity, provide
advice and assistance, and to finally recommend
whether the activity shall be approved.

The subcommittee shall keep the TC/TG/TRG and the
Director of Technology informed of the progress of
the work by providing copies of the minutes of its
meetings and progress reports.

If the activity leads to the preparation of a Technical
Publication, copies of all drafts shall be submitted to
the TC/TG/TRG Chairperson. Sufficient copies of a
final draft shall be submitted to the Chairperson for
review by the TC/TG/TRG.

The TC/TG/TRG shall review and evaluate the draft
and recommend action by the Technical Activities
Committee.

The Technical Activities Committee, upon the
recommendation of TC/TG/TRG, may recommend
approval of a proposed Chapter Technical Publication
to Technology Council which will recommend action
by the Board of Directors, consistent with Section
7.7.6 of the Society Bylaws.

Two copies of the document shall be made available
for review by the Chair of the Handbook Committee.
Any desired portion of the Document may be used in
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the appropriate volume of the Handbook.

Conflicts between the Chapter Technical Publication
and the Handbook shall be resolved by the Technical
Activities Committee and the Handbook Committee.

The publication, if authorized, shall clearly give credit
to the Chapter and to the Chapter Committee which
performed the work. The publication shall be printed
in a format acceptable to the Technical Activities
Committee and the Director of Publications at no
expense to the Society. One (1) copy of the
publication shall be provided, without charge, to each
of the following: the Director of Technology, the
Director of Publications, and the Chair of the
TCITG/TRG.

Revision to the Chapter Technical Publication may be
accomplished by the procedure for approval and
publication.

6.4 Guideinesfor the Publication of Chapter
Roster of Industry Representatives

A. Chapter Roster of Industry Representatives
is permitted to any chapter.

B. Roster may be restricted to title above or
may include a chapter membership roster.

C. Each roster may include aforward containing
the following statements:

1 The (year) Roster of Industry
Representatives and  Chapter
Membership Listing has been pre-
pared by the
Chapter of the American
Society of Heating, Refrigerating
and Air Conditioning Engineers,
Inc., as a service to all members of
thelocal industry.
Listings are not limited to ASHRAE members.

Preparation of the roster has been accomplished by a
Chapter Roster Subcommittee composed of the
following chapter members:

Name Telephone

For future listing, contact any of the above. Copies
are available to anyone a a charge of
each.

This roster is intended to be an instrument for better
communication within the industry. The roster does
not advertise or endorse any product, manufacturer or
representative.

To keep this publication current, the chapter intends
to re-issue an updated version of the roster on an
annual basis.

2. The roster may also include:
a A table of contents
b. Index of agents and manufacturers
C. Index of manufacturers and their
agents
d. Index of products
3. Theindex of agents and manufacturers may:
a List correct and complete agency
name.
b. List agency address and telephone
number.
c. Include a listing of all agency staff,

who may be identified asto:

1. Chapter membership
2. Field of work

d. List al manufacturers represented
with no product description, unless
agency field is restricted by manu-
facturer to a portion of his products
and then only the necessary
qualifying words are permitted.

e The index of manufacturers and
their representatives shall contain
only manufacturer's name followed
by representatives name(s).

D. Copy of roster format must be approved by
the Regional Chair (where applicable) prior to
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6.5

public release.

Final copy must be supplied to both the
Regional Chair (where applicable) and
Society Headquarters.

Charge for listing under “Agents and
Manufacturers” must be the same for each
listing.

ASHRAE Logo— Useand Regulations

Chapters, student branches and sections
shall not use the Society’s name or logo
without the approval of the Director and
Regional Chair (where applicable), and/or the
Society Director of Member Services except
on stationery, flags and items supplied by
the Society on order, and on meeting
notices, minutes of meetings, reports, rosters
of members, chapter Constitutions and
Bylaws, Rules of Operational Procedures
when used in accord with a format approved
by the Board of Directors.

ASHRAE shall not grant or signify approval
of any specific engineering project,
commercial product or system or alow its
imprint, logo or name to be used in any
commercial context, except where the nameis
used to certify that the product has been
tested in accordance with an ASHRAE
approved standard, and including the
Standard number, nor shall ASHRAE engage
in testing or rating of any product.

No member shall describe himself/herself in
connection with the Society in any
advertisement, letterhead, printed matter or
in any manner other than as Honorary
Member, Presidential Member, Fellow, Life
Member, Life Associate, Member, Associate
Member or Student (Society Bylaws, 99-06),
as the case may bhe, except in officia
business of Society. (Bylaws, Article II,
Section 2.1)

The "E" in the ASHRAE logo is aways
placed at the bottom of the ASHRAE
hexagon. The“H” ison top. (02-06-23-31)

The correct color of blue that should be used
when printing the ASHRAE logo is known
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as PM S 287 (for Pantone Matching System).
Thisisanindustry standard with which your
printer will be familiar. (02-06-23-31)

See Appendix M for sample logos for
chapter use. Thelogo is also available on the
ASHRAE website.
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SECTION 7
CHAPTER PUBLICITY

7.1 General

7.2  Functionsof the Publicity Chair
7.3  Reportsfor ASHRAE Insights

SECTION 7
CHAPTER PUBLICITY

7.1 General

Some chapters do not attach sufficient importance to
publicity and public relations and fail to assign
interested and capable members to this activity. Local,
as well as Society level-publicity, is extremely
important to the growth of the chapter and Society.

The chair of the Publicity Committee of the chapter is
the "voice" of ASHRAE in the local chapter area. The
duties carry the responsibility to insure that wide
publicity is given to the work of heating, refrigerating,
ventilating and air-conditioning technicians, sales
representatives, engineers and others in our industry
and that new developments within the industry are
publicized. The publicity should be directed toward
and be of interest to:

A. ASHRAE members who seldom attend
chapter meetings, to encourage them to
become more active in chapter affairs.

B. Professional, technical and engineering
groups that are, or should be, interested in
ASHRAE activities.

C. The non-technical individual.
D. The public-at-large.

The Society's public relations activities are divided
into two parts, those performed by Headquarters and
actions of the local chapter publicity committees.

In general, it can be said that Society news originating
at Headquarters is released from Atlanta. News
developing within the chapter or chapter area relating
to the work of the chapter should be handled by the

chapter publicity chair.

A Public Relations Manual to help chapter publicity
committee chairs increase the effectiveness of their
local public relationsisincluded as Appendix R.

7.2 Functions of the Publicity Chair

The principal functions of the chapter publicity chair
are:

A. Release information of chapter activities to
local newspapers and the trade or technical
press on aregular basis, i.e., in regard to the
monthly meeting of the chapter.

B. Release information on all chapter special
events worthy of publicity, such as special
meetings, speakers, educational programs,
special events, etc.

C. Provide reports on chapter affairs for the
Society newsletter, Insights, accompanied by
properly captioned photographs.

D. Prepared news releases or stories should be
brief and newsworthy, factual and of general
reader interest. For smaller towns, releases
should be given a degree of "local color."
The WHO, WHAT, WHEN, WHERE and
WHY of the meetings are the principal points
in which an editor will show interest. When
dealing with special speakers, include brief
biographical notes of their accomplishments
and position in industry, in the Society, etc;
also include a recent photograph with the

release.

E News releases should be presented on a
planned basis; usualy three for each
meeting.
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1 Preliminary Release - Seven to ten
days in advance of the meeting or
event. This can bein the form of a
general announcement.

2. Main Release— Immediately before
the meeting or event, tuned to
obtain acceptance in the papers
that will appear shortly before,
during or immediately after the
event.

3 Final or Reporting Release — The
context of this release should be a
job of strict reporting on the
happenings of the meeting,
together with a statement or
extracts from the text of the speech
at the meeting.

There is only one satisfactory method to
secure acceptance of press releases, and that
is by personal contact with editors (city,
financial, building, etc.). Mailing press re-
leases without personal contact is likely to
be unproductive. Editors, if cooperative, will
arrange for reporter and photographer cover-
age at meetings.

The publicity chair should insure that full
hospitality is extended to reporters and
photographers and that these special
visitors are provided with every facility to
obtain their story and suitable pictures. A
good host will obtain results beyond those
which might normally be anticipated.

Liaison with Chapter Programs Chair is
essential. As soon as acceptance is
confirmed by a speaker, add the name to the
working schedule for preparation of releases
as discussed previously.

In addition, he/she should obtain, where
possible, publicity through the media of
radio, televison and magazine and
association papers. Engineering clubs,
chambers of commerce and boards of trade
generally issue monthly publications and
these make ideal media for ASHRAE
publicity.

Another outlet for publicizing the work of
our Society is by talks before other groups -
Rotary, Kiwanis, etc. The secretary of the
local club is aways on the lookout for
speakers who can present informative and
interesting programs a their weekly
meetings. Some of the chapter members
might well be qualified to speak on aspects
of heating, refrigerating and air-conditioning
in the chapter area.

Displays and participation in loca
exhibitions are other sources of publicity and
public relations. Educational displays
dealing with the industries participating in
ASHRAE activities can be one of the best
courses for securing a high standard of
public recognition. However, commercialism
in any form whatsoever must be completely
avoided.

7.3 Reportsfor the ASHRAE Insights

Chapter Newsletter Editor shall promptly send the
monthly chapter newsletter to the editor of ASHRAE
Insights for the inclusion of the chapter monthly
activities or any chapter special event. Follow the
submission guidelines as given below. The editor of
ASHRAE Insights reserves the right to include what
should be published inInsights.

SUBMISSION GUIDELINESFOR ASHRAE
INSIGHTS

General Infarmation

The editorial staff follows ASHRAE Insights
mission to provide news about ASHRAE
activities and events at the Society, regional
and chapter levels.

Submissions should be newsworthy and of
general interest to ASHRAE members.
Contact the editor at 404-636-8400 if you
have any questions about an article you are
considering submitting for publication.
Submissions should be double-spaced and
typed.

Include a contact name and telephone
number in case more information is needed.

News items should be submitted as soon as
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possible after an event. The deadline is the
first of the month preceding publication; i.e.
items received by September 1 will be
published in the October issue.

Submissions are subject to editing by staff.

Send submissions to ASHRAE Insights,
Tony Giometti, Editor, 1791 Tullie Circle, NE,
Atlanta, GA 30329, fax 404-321-5478,
giometti @ashrae.org.

Manthly Chapter Reparts

This section is dedicated to reporting
monthly chapter activity and is primarily
compiled from chapter newsletters that we
receive.

Chapter members are encouraged to submit
newsworthy articles relating to chapter
activities. These articles may cover topics
such as chapter activities which promote the
Society’'s mission of advancing the
HVAC&R arts and sciences, chapter
community involvement, honors and awards,
how-to approaches to planning chapter
programs, or outstanding HVAC&R industry
accomplishments of chapter members.

Reports on student branch activities,
specifically projects that they are engaged
in, are requested for the Student Branch
Corner.

Phatographs

ASHRAE Insights will accept black and white and
color photographs of any size.

Photographs should be of high quality; well focused
and bright.

Photographs illustrating news stories or ASHRAE
activities have highest priority.

Identify those pictured in each photograph and
provide a complete explanation of an event depicted.

Do not write on the backs of photographs.

Send photo enclosed in cardboard for their
protection.
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