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Article |
ORGANIZATION

Section 1.1 Name. The name of this Society is American
Society of Heating, Refrigerating and Air-Conditioning
Engineers, Inc., and its abbreviated title is ASHRAE.

Section 1.2 Organization. This corporation shall be
governed by the New York Not-for-Profit Corporation Law, or
under such successor provisions as may be in effect from
time to time.

Section 1.3 Objectives. The Society is organized and
operated for the exclusive purpose of advancing the arts and
sciences of heating, refrigerating, air conditioning, and
ventilating, the allied arts and sciences, and related human
factors for the benefit of the general public, as defined in the
Certificate of Consolidation. To fulfill its role, the Society shall
recognize the effect of its technology on the environment and
natural resources to protect the welfare of posterity.

Section 1.4 Dissolution. In the event of dissolution of the
Society, whether voluntary, involuntary, or by operation of
law, any disposition of the assets of the Society shall be
made only to such organizations as shall at that time have
exempt status under Section 501 (c)(3) of the Internal
Revenue Code of 1954, as amended, or under such
successive provision of the Code as may be in effect at the
time of dissolution.

Article Il
MEMBERSHIP

Section 2.1 Grades of Membership. These shall be
designated as follows: (A) Honorary Member, (B)
Presidential Member, (C) Fellow, (D) Life Member, (E) Life
Associate Member, (F) Member, (G) Associate Member, (H)
Affiliate Member, and (l) Student Member.

Section 2.2 Honorary Member. Any notable person of
preeminent professional distinction may be elected an
Honorary Member. Election of an Honorary Member shall be
by the Board of Directors.

Section 2.3 Presidential Member. Upon the installation of
a successor, the outgoing President of the Society shall
become a Presidential Member.

Section 2.4 Fellow. A Member who has attained distinction
in the arts relating to the sciences of heating, refrigerating, air
conditioning, or ventilating, or the allied arts and sciences, or
in the teaching of major courses in said arts and sciences, or
who by reason of invention, research, teaching, design,
original work, or as an engineering executive on projects of
unusual or important scope, has made substantial
contribution to said arts and sciences, and has been in good
standing as a full grade Member for at least ten (10) years is
eligible for election to the grade of Fellow by the Board of
Directors.

Section 2.5 Life Member. A Member who has been a full
Member in good standing for an accumulative total of thirty
(30) years and who has attained the age of sixty-five (65)
years. The member shall retain all the rights and privileges
of the most recent membership grade.

Section 2.6 Life Associate Member. A member who has
been an Associate Member in good standing for an
accumulative total of thirty (30) years and who has attained
the age of sixty-five (65) years. The member shall retain all
the rights and privileges of the most recent membership
grade.

Section 2.7 Member. A Member shall have the equivalent
of twelve Society-approved years of experience composed of
an approved combination of (a) completed education beyond
high school, (b) work experience, and (c) professional
engineering or related professional registration or license
issued by a legally authorized body.

Approved engineering curricula shall be equivalent to that
accredited by the Accreditation Board for Engineering and
Technology in the United States of America or the Canadian
Engineering Accreditation Board. Scientific education in
fields other than engineering shall be from a college or
university course of study which has been accredited by an
organization charged with monitoring standards of
performance.

Society-approved years of experience shall be credited as
follows:

One and one-half years of credit for each year of completed
education for graduates of approved technical curricula.

One year of credit for each year of education for non-
graduates who have completed at least two years of
approved technical curricula.

One year of credit for each year of completed education for
graduates of colleges or universities which do not have
accreditation.  Those holding associate degrees from
technical institutions shall also be credited for one year for
each year of education.

One year for each year of qualifying work experience in the
performance of duties in work related to ASHRAE fields of
interest and shall have included research, teaching, design,
contracting, engineering sales, or engineering management.

Three years of credit for professional registration or license
issued by a legally authorized body in engineering or related
fields, the requirements of which as to education,
examination, and active practice are satisfactory to the Board
of Directors.

Section 2.8 Associate Member. An Associate Member
shall have had experience in technical matters or in design,
operation, or maintenance in heating, refrigerating,
air-conditioning, or ventilating fields; shall have an interest in



the advancement of the Society's aims; and shall possess
sufficient  qualifications to cooperate with heating,
refrigerating, air-conditioning, or ventilating engineers in the
advancement of the knowledge relating to heating,
refrigerating, air-conditioning, or ventilating engineering and
its application.

Section 2.9 Affiliate Member. An Affiliate Member shall
have the same qualifications as an Associate Member. The
benefits of this member grade shall be determined by the
Board of Directors and shall not exceed those of Associate
Member.

Section 2.10 Student Member. A Student Member shall be
matriculated in an approved course of study in Society-
related fields of education at a university, college, junior
college, or technical institute. The Board of Directors may
establish other criteria for acceptable student membership.

Section 2.11 Voting Membership. Voting members shall
consist of Honorary Members, Presidential Members,
Fellows, Life Members, Members, Life Associate Members,
and Associate Members.

Student Members shall have the right to vote and hold office
at the Student Branch level only.

Section 2.12 Restrictions. No member shall describe
himself/herself in connection with the Society in any
advertisement, letterhead, printed matter, or in any manner
other than as a member of his/her assigned grade, except in
official business of Society or as otherwise authorized by the
Board of Directors.

Section 2.13 Rights and Privileges. Rights and privileges
shall be personal to a member and shall not be delegated or
transferred, except that each member entitled to vote may
vote in person or by written proxy given to another member
entitled to vote and dated within three months of date of
execution. Such proxy shall be subject to provisions as may
be set forth by Rules of the Board.

Section 2.14 Cessation of Rights, Title, and Interest. All
rights, title, and interest of a member in the Society or its
property shall cease on the termination of membership by
death, resignation or otherwise and shall vest in the Society.

Section 2.15 Obligations of Members. Each member,
upon election to membership, shall be bound thereupon by
the provisions of the Certificate of Consolidation, Bylaws,
Rules of the Board of Directors, ASHRAE Code of Ethics,
and all amendments thereto.

Section 2.16 Emblem of Membership. Any Society
emblem of membership may be worn only by members in
good standing.

Section 2.17 Resignation. Any member may resign at any
time by such member's written request received by the
Secretary.

Section 2.18 Fees and Annual Dues. All fees and annual
dues shall be fixed and payable as determined by the Board
of Directors from time to time and shall be published
periodically in the official publication of the Society.
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Presidential Members, Life Members, and Life Associate
Members shall not be required to pay fees or annual dues.

Fees and annual dues for Honorary Members and members
who are retired shall be at the discretion of the Board of
Directors.

Section 2.19 Dues Payment. If any Fellow, Member,
Associate Member, or Affiliate Member shall fail to pay the
current dues by three months after the due date, the member
shall be classed as delinquent and, if a Voting Member, shall
lose the member's right to vote. If such dues are not paid by
six months after the due date, membership in the Society
shall cease.

If any Student Member shall fail to pay the dues,
membership shall cease, and the Secretary shall notify such
Student Member that his/her membership in the Society has
ceased.

A member, upon written application accompanied by
payment of dues and a satisfactory explanation of dues
default, may have the forfeiture of membership rescinded at
the discretion of the Board of Directors.

Section 2.20 Reinstatement. A member who has resigned
or who has been dropped from membership may be
reinstated by payment of the same fees charged a new
member, or may be reinstated as of the original date of
membership if the member pays all years of lapsed
membership dues accrued based on the current
membership dues rate.

Section 2.21 Discipline. The Board of Directors may, by a
two-thirds vote of all the members thereof, censure,
suspend, or expel any member if, in the opinion of the Board
of Directors, the member is guilty of abuse or misuse of the
privileges of the Society membership or of action prejudicial
to the best interest of the Society. Such action may be taken
only after written preferment of charges, thirty (30) days'
written notice of hearing sent by registered mail, and
adequate opportunity to be heard before the Board of
Directors or a committee of at least three (3) members
designated by the Board of Directors.

Section 2.22 Admission Applications. All applicants for
admission to the Society or for advancement in grade of
membership, except such as are conferred as an honor,
shall make application in such form and with such
information as shall be required by the Board of Directors.

Article llI
MEETINGS OF MEMBERS

Section 3.1 Annual, Winter, and Special Meetings. The
annual and winter meetings of the Society shall commence
on a day and at a time fixed by the Board of Directors and
shall continue from day to day until adjournment. Special
meetings may be called at any time by the Board of Directors
and shall be called by the Board of Directors upon written
request of the President or by not less than 300 voting
members, of which not more than 150 of such voting
members shall be from any one region. Meetings shall be
held at such places as shall be fixed by the Board of
Directors and stated in the notice of the meeting. At any
meeting of the Society, the presence of members entitled to



cast the lesser of 100 votes or 1/10th of the total number of
Society voting members shall constitute a quorum.

Section 3.2 Notice of Meetings. Notice of meetings of the
Society stating the place, name and hour of the meeting shall
be given in writing by the Secretary not less than fifteen nor
more than fifty days before the date fixed for the meeting, by
means of the official publications of the Society to each
member of the Society at the member's last known address
appearing on the records of the Society. Notice of a special
meeting shall state the purpose for which the meeting is
called, and that it is being issued by or at the direction of the
person or persons calling the meeting. No business other
than that set forth in the notice shall be entertained or
transacted thereat. Notice of a meeting at which a vote is to
be taken upon an amendment of the Bylaws shall set forth
the wording of the proposed amendment.

Section 3.3 Voting. At any annual, winter, or special
meeting, each voting member, as defined in Section 2.10,
shall be entitled to one vote, which may be cast in person or
by proxy. A proxy shall not be valid longer than three months
from its date of execution.

Nominations shall be put forward by the Nominating
Committee as hereinafter provided in Section 7.7.

Nominations may also be made in writing by not fewer than
fifty members eligible to vote. Upon presentation of such
nominations to the Secretary with each nominee's written
consent, not less than one hundred twenty days prior to the
first session of the annual meeting, the nominees' names
shall be placed upon the ballot. A notation on the ballot shall
indicate that such nominees are presented by members
independent of the Nominating Committee.

Section 3.4 Ballot and Proxies. The Secretary shall
arrange for the distribution of appropriate proxies, which shall
contain space for write-in names, to all voting members.
Such distribution may be by mail, by electronic
communications or by publication of such proxies in the
official publication of the Society.

Section 3.5 Record Date. For the purpose of determining
the members entitled to notice of and to vote at the annual
meeting of the membership or any adjournment thereof and
to express consent to and dissent from any proposal, the
date 50 days prior to the annual meeting is hereby fixed as
the record date for such determination unless the Board of
Directors takes action to make it some other date.

Article IV
BOARD OF DIRECTORS

Section 4.1 Membership. The Board of Directors shall
consist of voting and non-voting members.

The voting members of the Board of Directors shall be the
President, President-Elect, Treasurer, elected Vice
Presidents, one director for each region, who shall also serve
as Regional Chair, and such number of Directors-at-Large as
is set forth in the Rules of the Board.

The non-voting members of the Board of Directors shall be
the Secretary and others as designated in the Rules of the
Board.
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Section 4.2 Election. Except as set forth in Section 4.3 and
Article V, all elected members of the Board shall be elected
at the annual meetings of the Society for terms of three
years, or until their successors have been elected and
installed. Not less than one nor more than four members of
the Board shall be from any one region at the time of
nomination. If the membership of the Board of Directors is
changed, the Board of Directors may, at the time of such
change, vary initial terms of office in order to have a uniform
number of directors elected each year.

Only Fellows, Life Members, and Members shall be eligible
for election as voting members of the Board of Directors.

Section 4.3 Vacancies. If a director dies, resigns, is
removed, or otherwise vacates the office, the Board of
Directors may elect a successor to complete such director's
unexpired term, except as hereinafter provided in Article V
for those directors who also hold the office of President or
President-Elect. No person shall hold more than one position
on the Board of Directors at any one time. A director may be
removed for cause by a majority vote of the membership or a
2/3 vote of the Board of Directors.

Section 4.4 Powers. The Board of Directors shall have full
and complete management and control of the activities and
funds of the Society and may adopt such rules and
regulations for the conduct of its meetings, the exercise of its
powers, and the management of the affairs of the Society as
it may deem proper, subject to the provisions of the laws of
the State of New York, the Certificate of Consolidation and
these Bylaws.

Any action required to be taken at any meeting of the
Board of Directors or of any committee thereof may be
taken without a meeting, if all members of the Board or
committee, as the case may be, consent thereto in writing,
and the writing or writings are filed with the minutes of
proceedings of the Board or committee. Actions permitted,
but not required to be taken at a meeting, may be taken by
letter ballot.

Section 4.5 Meetings by Means of Conference
Telephone. Unless otherwise provided by the Certificate
of Consolidation or these Bylaws, members of the Board of
Directors, or any committee designated by the Board of
Directors, may participate in a meeting of the Board of
Directors or such committee by means of conference
telephone or similar communications equipment by means
of which all persons participating in the meeting can hear
each other. Participation in a meeting pursuant to this
Section constitutes presence in person at such meeting.

Section 4.6 Referendum. The Board of Directors may
refer to the Society any important question to be decided
by a majority of the votes cast at a regular or special
meeting of the Society. Such a referendum shall be used
by the Board to advise it regarding any proposed action to
take within its power. The Board of Directors shall not
submit a referendum to the membership that is frivolous or
would result in a violation of the law, the Certificate of
Consolidation, these Bylaws or any fiduciary responsibility
of the Society.

The Board of Directors may initiate such a referendum at
its own discretion or when requested through a valid
membership petition. A valid petition must be signed by not



less than 300 voting members, of which not more than 150
of such voting members shall be from any one region. Such
petition shall not be valid until the Secretary has certified the
signatures of the petitioners. The Board must act on this
petition no later than its first meeting once 60 days has
elapsed from the time the Secretary has certified the petition
as valid. The Board of Directors may clarify the question
raised by the petition to make it suitable for a vote of the
membership. The Board of Directors must submit to the
membership a suitable question raised by a petition. The
Board of Directors is required to include a summary of the
information in the petition, as well as any position it has
taken, along with the question.

Section 4.7 Meetings and Quorum. The Board of Directors
shall hold regular meetings at approximately the time of the
regular meetings of the Society and as often and at such
times as the Board of Directors may from time to time
designate. Special meetings of the Board may be called by
the President or by three (3) voting members of the Board.
The Board of Directors shall keep a record of its proceedings
and shall report on its activities at each meeting of the
Society and shall present a written report at the annual
meeting. A majority of the voting members of the Board of
Directors shall constitute a quorum.

Meetings of the Board of Directors may be called into
executive session, during which only Board members and
such individuals as are individually recognized by the
President shall be included.

Section 4.8 Notice. Notice of any regular or special meeting
of the Board of Directors shall be given in writing or by
electronic communications to each director at least fifteen
days before the meeting or transmitted orally at least forty-
eight hours before the meeting. A director who attends a
meeting is deemed to have waived the right to notice.

Article V
OFFICERS

Section 5.1 Officers. The officers of the Society shall be
the President, President-Elect, Treasurer, Vice Presidents,
and Executive Vice President acting as Secretary. The
President-Elect, Treasurer, and elected Vice Presidents shall
each be elected annually at the annual meeting of the
Society, and their terms of office shall continue until their
successors have been elected and installed. Elected officers
shall receive no salary, emolument, or compensation for
services rendered to the Society as officers. The Treasurer
and the Vice Presidents shall be eligible for re-election to the
same office for one additional consecutive year. The
President shall not be eligible to serve in the same office,
and the President-Elect shall not be eligible for re-election to
the same office, for an additional consecutive year.

Section 5.2 Duties. All officers of the Society shall perform
the duties customarily attached to their respective offices and
such other duties incident to their respective offices as are
delegated to them by these Bylaws or as assigned to them
by the Board of Directors.

Section 5.3 President. The President shall have general
direction of the affairs of the Society, and general supervision
over its several officers, subject, however, to the control of
the Board of Directors. The President shall, at each annual
meeting and from time to time, report to the members and to
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the Board of Directors all matters within the President's
knowledge which the interest of the Society may require to
be brought to their notice; shall preside at all meetings of the
members and at all meetings of the Board of Directors; and
in general shall perform all duties incident to the office of
President and such other duties assigned by the Board of
Directors or prescribed by these Bylaws.

Section 5.4 President-Elect. The President-Elect shall
automatically succeed to the office of the President at the
conclusion of the President's term of office. If the President
dies, resigns, or is removed from office, the President-Elect
shall immediately become President and shall serve for the
remainder of the term of his/her immediate predecessor. If
the time served is less than six months, he/she shall also
serve as President for the next Society year. If the
President-Elect dies, resigns, is removed from office or
becomes President in accordance with the foregoing
provisions, the office of President-Elect shall remain vacant
until the next annual meeting of the Society. If there is a
vacancy in the offices of both President and President-Elect,
the Treasurer shall act as President until the next annual
meeting of the Society. The President-Elect shall perform all
duties assigned by the Board of Directors or prescribed by
these Bylaws.

Section 5.5 Executive Vice President. The Executive Vice
President shall be appointed by the Board of Directors under
an employment agreement approved by the Board of
Directors, fixing salary, term of employment, and other
conditions. The title “Executive Vice President” shall be an
honorific, shall not constitute an elected office of the Society
for any purpose, and may be changed by action of the Board
of Directors.

The Executive Vice President shall serve as Society
Secretary and perform all duties normally associated with
that office and those assigned by the Board of Directors or
prescribed by these Bylaws. The Executive Vice President
shall represent the Society with respect to administrative
matters in conjunction with other technical organizations and
shall have primary responsibility for staff and personnel
matters. The Executive Vice President shall serve as chief
staff officer for the Society.

The Executive Vice President may take part in the
deliberations of all committees except the Nominating
Committee but shall not have a vote therein. The Executive
Vice President, under the supervision of the Finance
Committee, shall have charge of the collections and of
keeping the books. The Executive Vice President shall
present, at the meeting of the Society following the close of
the fiscal year, a summary of membership enrollment and
other pertinent records, and shall perform such other duties
as may be assigned by the Board of Directors, the Executive
Committee, or the President.

Section 5.6 Treasurer. The Treasurer shall have custody of
the funds of the Society and the Society's books of account,
which shall be open to the inspection of any member of the
Board of Directors. The Treasurer shall chair the Finance
Committee.

Section 5.7 Vice Presidents. The Vice Presidents shall
perform the duties assigned by the Board of Directors.



Section 5.8 Presiding Officer at Meetings. At all meetings
of the Society and of the Board of Directors, the President, or
in the President's absence, the President-Elect, or in the
President-Elect's absence, the Treasurer, or in the
Treasurer's absence, one of the elected Vice Presidents in
the order of their seniority as members of the Society, or in
their absence, a Director selected by the Board of Directors,
shall preside.

Section 5.9 Expenditures. The expenditure of the Society's
funds shall be governed by the budget as approved,
modified, or amended by the Board of Directors, and no
additional expenditures shall be made without the approval
of the Board of Directors.

Article VI
COUNCILS

Section 6.1 Councils of the Society. The councils of the
Society are extensions of the Board of Directors and, except
as otherwise restricted by law, shall administer the policies of
the Board. The Board of Directors shall prescribe the
qualifications of members of the councils and the number of
councils. The Board of Directors may from time to time
create councils and define their powers and duties, and it
may abolish any such councils.

The councils of the Society shall be comprised of members
of the Board of Directors and members elected or
designated by the Board of Directors. The Board of
Directors may, in addition, adopt rules specifying the size of
the councils and the length of term those members elected
by the Board of Directors may serve, except as otherwise
provided in these Bylaws.

Section 6.2 Council Authority. The councils shall act on
behalf of the Board of Directors within limits of fiscal and
functional authority granted to them by the Board of
Directors, implement Society policy, and administer activities
of the committees within their organizational structure.

Section 6.3 Council Leadership. The chair and vice chair
of each council shall be members of the Board of Directors.

Section 6.4 Reporting. All councils shall render reports of
their activities to the Board of Directors at meetings of the
Society and shall submit progress reports at other times as
requested by the Board of Directors.

Section 6.5 Members Council. The Members Council shall
be a standing council of the Board of Directors and have an
officer as its chair, one or more officers as vice chairs, the
Regional Chairs, and other members as specified by the
Board of Directors. As directed by the Board of Directors,
the said council shall be responsible for procedures and
operations of regions, chapters, sections, and branches; and
make recommendations to the Board of Directors concerning
the policies of the Society and its regions, chapters, sections,
and branches.

Article VI
COMMITTEES

Section 7.1 Committees of the Society. The standing
committees of the Society shall be the committees
prescribed by these Bylaws. The Board of Directors may
from time to time create other standing or special committees
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as it deems necessary to carry on the work of the Society
and shall prescribe their powers and duties, and it may
abolish any such committees.

Section 7.2 Committee Members. Unless otherwise
provided in these Bylaws, the Board of Directors shall
prescribe the qualifications of members of committees and
the number of committees. It may, in addition, unless
otherwise provided, adopt rules specifying the powers and
duties of committees, their size, the length of terms members
may serve, when members may be reappointed, selection
procedure, and approval of appointments, except as
otherwise provided in these Bylaws.

Unless otherwise provided, the committee members and the
respective chairs thereof shall be selected by the President-
Elect in advance of the annual meeting and be confirmed by
the President-Elect when he/she takes office as President,
with the approval of the Board of Directors at the first
meeting called after the report on the election. Committees
may hold their organizational meetings at any time after they
are thus confirmed.

The Chair and Vice Chair of each committee shall hold the
grade of Member or higher in the Society, except as
otherwise provided in these Bylaws.

The President may appoint any person or persons to serve
in a consulting capacity to any committee except the
Nominating Committee.

Section 7.3 Executive Committee. The Board of Directors,
by resolution adopted by a majority of the entire Board, may
designate from its membership an Executive Committee.
Unless otherwise provided by the Board, the members of the
Executive Committee shall be the President, President-Elect,
Treasurer, elected Vice Presidents, and the Secretary, who
is a non-voting member. The committee shall meet at the
call of the President or upon request of any two of its
members.

The Executive Committee shall investigate and make reports
and recommendations to the Board of Directors regarding
matters relating to the Society or members thereof. During
intervals between Board of Directors meetings, the Executive
Committee shall exercise administrative powers of the Board
of Directors. Matters of policy determined by the Executive
Committee between meetings of the Board of Directors shall
be submitted for approval to the Board of Directors at its next
meeting.

Meetings of the Executive Committee may be called into
executive session during which only members of the
committee and such other individuals recognized by the
President shall be included.

Section 7.4 Finance Committee. This standing committee
of the Society shall oversee the financial operation of the
Society. The number of members of the Finance Committee
shall be determined by the Board of Directors and shall
include the Treasurer, at least two Vice Presidents, and at
least five (5) other members of the Society. Meetings of the
Finance Committee may be closed to other individuals
except members of the Board of Directors at the discretion of
the Chair.



Section 7.5 Chapters Regional Committees. These
standing committees of the Society each serve one Society
region. Each Chapters Regional Committee shall consist of
one delegate and one alternate delegate selected by each
chapter therein, to serve for a term of one year, and the
Director who also serves as Regional Chair for the area, who
shall be the chair of the committee. Each committee shall
solicit from the chapters, sections, and student branches
within their respective regions recommendations concerning
the policies, procedures, and operation of the Society, its
chapters, sections, and student branches. It shall review the
same and make recommendations thereon to the Members
Council. Said committees shall elect one member and one
alternate from their respective regions to serve on the
Nominating Committee and duly notify the Secretary of such
selections. The alternate delegates of Chapters Regional
Committees may be present at committee meetings and
participate in the deliberations, but shall not vote except in
the absence of the committee delegates for whom they
respectively are alternates.

Section 7.6 Admissions and Advancement Committee.
This standing committee of the Society shall be responsible
for all applications for membership and advancement and
recommend the names of all applicants and the grades for
which it considers them eligible, except membership grades
conferred as honors. The correspondence, information
obtained, and proceedings of said commitiee shall be
confidential.

Section 7.7 Nominating Committee.  This standing
committee of the Society shall select candidates for elected
officers and members of the Board of Directors. It shall
consist of at least twenty-two members, each of whom shall
hold the grade of Member or higher in the Society. Each
shall have been a full Member in good standing in the
Society for a period of at least five years at the time of
selection. Committee membership shall be comprised of the
chair, the vice chair, one member and one alternate from
each region of the Society selected by the Chapters
Regional Committee of each respective region, and at least
eight members and eight alternates selected by the Board of
Directors.

The immediate Past President or the most recent Past
President willing to serve shall serve as Vice Chair of the
committee and then advance to Chair when replaced as Vice
Chair.

The Nominating Committee shall serve during the Society
year for which it is elected. Members and alternates shall be
selected as follows: Regional electees by the Chapters
Regional Committees at their regularly-called meetings;
Board of Directors selectees by the Board at a regular
meeting.

There shall not be more than three members and three
alternates from any one region, except for the Chair and Vice
Chair. No member of the Board of Directors shall be eligible
to serve on the Nominating Committee.

Section 7.8 Research Administration Committee. This
standing committee, the members of which are elected
individually by the Board of Directors, shall conduct and
coordinate basic and applied research, including technical
studies, in the fields of heating, refrigerating, air conditioning
and ventilating subject to the proviso that these activities
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shall be devoted to the public welfare and general benefit,
and shall not be designed to promote any individual, private,
or commercial interests.

Section 7.9 Technical Activities Committee. This
standing committee, the members of which are elected
individually by the Board of Directors, shall plan for and have
charge of the activities of the technical committees, task
groups and technical resource groups appointed to further
the advancement of the arts and sciences of heating,
refrigerating, air conditioning, ventilating, and the allied arts
and sciences for the public benefit.  Subject to the
procedures prescribed by the Board of Directors, the
Technical Activities Committee shall approve the formation of
technical committees, task groups and technical resource
groups as necessary to carry out the objectives of the
committee. The committee shall also determine the scope of
activities of each of these technical committees, task groups
and technical resource groups.

Section 7.10 Standards Committee. This standing
committee of the Society, the members of which are elected
individually by the Board of Directors, shall be responsible for
the selection, development, preparation, and submittal to the
Board of Directors of all codes, standards and guidelines in
the fields of heating, refrigerating, air conditioning, and
ventilating engineering. Subject to the procedures
prescribed by the Board of Directors, the Standards
Committee shall also develop, prepare and submit all
revisions, reaffirmations or withdrawals thereof, to be
considered for approval. It shall cooperate with and
supervise the Society's participation in other organizations in
the development, preparation, and adoption of codes,
standards and guidelines. The activities of the committee
shall be solely for the development of engineering science,
and the committee shall not engage in activities designed to
promote any individual, private, or commercial interests.

Section 7.11 Reporting. Committees of the Society shall
report as directed by the Board of Directors or on request of
the President. The Nominating Committee shall not be
required to report deliberations of its nominations to the
Board of Directors.

Section 7.12 Removal. The Board of Directors may, by a
two-thirds vote, remove a member of any committee.

Article VI
INDEMNIFICATION

The officers and directors of the Society shall have the full
rights to indemnification permitted by the New York Not-For-
Profit Corporation Law and such successor provisions
thereof as may be in effect from time to time.

Article IX
CHAPTERS AND REGIONS

The Board of Directors may establish chapters, sections,
branches and regions, in areas having an adequate number
of Society members for proper support, which shall operate
under the provisions of the Certificate of Consolidation,
Bylaws of the Society, and the Rules of the Board of
Directors. The Board may delegate the chartering of
chapters, branches and sections.



Article X
MISCELLANEOQUS

Section 10.1 Fiscal Year. The fiscal year of the Society
shall end on June 30 of each year.

Section 10.2 Official Publication. The Board of Directors
shall designate one or more of the publications as the Official
Publication of the Society sent to all voting members for the
publishing of official notices.

Article Xl
FUNDS

Section 11.1 Society Reserve Fund. Certain funds, as
may from time to time be recommended by the Finance
Committee and approved by the Board of Directors, shall be
set aside and the principal thereof maintained as a Society
General Reserve Fund. The Board of Directors is authorized
and empowered, in any fiscal year in which the Society's
revenues may be insufficient to meet expenses, to utilize up
to a maximum of twenty percent (20%) of the Society
General Reserve Fund as valued on the first day of the fiscal
year. The Board of Directors shall not approve an annual
budget requiring more than 20% of the General Reserve
Fund to be budgeted as revenue, unless the Board, by a 2/3
vote in favor, approves exceeding the 20% limit.

Section 11.2 Allocation of Dues for Research. The Board
of Directors shall determine the amount of the member dues
income that shall be allocated for basic or fundamental
research in the principles and laws underlying matters in the
arts relating to the sciences of heating, refrigerating, air
conditioning and ventilating, and the allied arts and sciences.

Section 11.3 Audit. After the close of the fiscal year, the
accounts of the Society shall be audited by a certified public
accountant approved by the Board of Directors, and the
auditor's report shall be published in the official publication
as soon as practicable, but no later than six months after the
end of the fiscal year.

Article Xl
AMENDMENTS

Section 12.1 Notice.  Written notice of a proposed
amendment to these Bylaws, approved by two-thirds of the
members of the Board of Directors or by 300 voting
members, of which no more than 150 of such voting
members shall be from any one region, may be given at any
duly convened meeting of the Society. Notice of such
proposed amendment shall be set forth in the notice of the
next succeeding meeting of the Society. The Bylaws shall
be amended by two-thirds of the votes cast at such meeting.

Section 12.2 Renumbering. The Board of Directors may,
by a two-thirds vote, renumber existing articles or sections
of these Bylaws.
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Click here to use the History of Chapter Officers Form on the ASHRAE website

HISTORY OF CHAPTER OFFICERS
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HISTORY OF CHAPTER PROPERTY

___ CHAPTER
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Bylaws @
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Minute Book @)
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Banner @)
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(b)
Manual for
Chapter Operations
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Click here to use the Template for Chapter Meeting Minutes on the ASHRAE website

AMERICAN SOCIETY OF HEATING, REFRIGERATING AND AIR-CONDITIONING ENGINEERS, INC.
1791 Tullie Circle, N.E.
Atlanta, Georgia 30329

MINUTES
GIONAL VICE CHAIR

OLLOWING: CHAPTER
F EACH MEETING. (BOD

THIS FORM SHOULD BE SUBMITTED TO YOUR REGIONAL CHAIR (DRC) AND T
(RVC) OF CHAPTER TECHNOLOGY TRANSFER WITH MINUTES FOR ALL OF T,
MEETINGS, BOG MEETINGS AND SECTION MEETINGS WITHIN THREE WE
03-06-27-1C)

Chapter Name:

Meeting Date:

Check One:
Chapter ] BoG [

Attendance: (Total for chapter and section meetings only)

Members Guests

Theme Night? Name

Check One:
Joint Meeting?  Yes ]

Check One:
Technical Speaker/Program;

Indicate Topic:

Officers
7. OLD BUSINESS
8. NEW BUSINESS
9. SPEAKER
10. DISCUSSIONS
11. MOTIONS
12. RESOLUTIONS
13. OTHER FEATURES
14. ADJOURNMENT
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MANUAL FOR CHAPTER OPERATIONS

GUIDELINES FOR PRESENTING
CHAPTER SPONSORED
EDUCATION LECTURE SERIES
OR SEMINARS

PURPOSE

In any dynamic industry, the ability to keep abreast of new developments
makes continuing education a prerequisite for ad- vancement and,
frequently, for survival. This is nowhere more apparent than in our
Heating, Refrigerating and Air-Conditioning industry where equipment,
methods and systems are constantly being improved or replaced. At the
same time, most four year educational institutions formerly expected to
prepare individuals for active participation in industry, are finding it
necessary to broaden their programs in basic sciences with corresponding
sacrifices in applied courses in all engineering disciplines. While
vocational schools and two-year colleges prepare technicians in the
fundamentals of our industry, there remains an expanding need for
practical instruction in application of those fundamentals. To meet this
requirement, some ASHRAE chapters have sponsored educational
programs, aimed, primarily, at their members, including as they all do,
individuals with varying levels of technical competence but all basically
involved in some aspect of our industry. Invariably, such programs have
met with enthusiastic response from chapter members and, usually, have
attracted considerable numbers of non-society attendees.

SCOPE

The intent of chapter-sponsored seminars should be to supplement, and
not to compete with, courses available at local educational institutions.
The latter usually cover fundamentals of our discipline, so that chapter
programs can best be directed towards the practicing engineer or
technician and should assume familiarity with the basics of our industry
while applying those fundamentals to new developments, concepts,
systems, etc.

SUBJECT SELECTION

A survey of chapter members as to suggested seminar subjects will
usually produce a fairly wide range of practical engineering applications,
most of which may be expanded into a series of six or eight lectures of
approximately two or two and a half hours duration. On occasion, a single
subject may be extended to two consecutive series such as Fall of one year
and Spring of the next to maintain continuity if the subject complexity and
interest warrants.

The incorporating of more that one subject in a single series has proven
inadvisable as it will frequently result in inadequate coverage or sporadic
interest and spotty attendance. The selected subject should be of broad
appeal and should have direct application to the occupations of the
anticipated audience.

SOCIETY PRODUCED COURSES

ASHRAE has several Society produced courses which chapters may
utilize in their continuing education program. Contact the Education
Department at ASHRAE Headquarters for more information.
PROGRAM ORGANIZATION

If chapter members have decided to develop their own course, the course

should be outlined in detail for the entire series by the members of the
Chapter Technology Transfer Committee. All areas inviting special

emphasis should be pinpointed for development. The outlined material
may then be divided into meeting topics to insure thorough coverage
while eliminating the possibility of duplication by speakers. (BOD 03-06-
27-1C)

SELECTION OF SPEAKERS

With the subject matter and course outline established, experts in each
area will almost automatically come to mind. The members of the Chapter
Board of Governors and/or Past President's Council should be a reliable
source of suggestions for speakers. Where qualified local speakers are
available, they are preferred in order to minimize expense if
reimbursement is necessary and to expedite coordination of speakers'
materials by the committee. Speakers should be advised to avoid
commercialism.

DEVELOPMENT OF LECTURES

When the selected speakers have been provided with the outlines for their
particular presentations, they should develop their lectures completely for
coordination with the presentations of other speakers, approval by the
committee and reproducing for audience distribution. In some cases the
printing may be contributed by the speaker or his organization but usually
this should be done by the committee to maintain printing uniformity and
to guarantee readiness when needed. The speaker should list all visual aids
that he will require for his presentation such as blackboards, projectors,
screens, etc., so that the committee will be sure to have them on hand.

ORGANIZATION OF SEMINAR COMMITTEE

With the foregoing outline of the concept and development of an
educational seminar program, the make-up of a committee to present such
a program successfully becomes apparent. The committee must include
individuals or subcommittees to perform the following functions:

1. Facilities Location

2. Program Development
3. Publicity

4. Attendance

5. Finances

FACILITIES

An essential requirement in presenting an educational seminar is to locate
a suitable meeting place that can be made available at reasonable expense,
preferably on the same evening of consecutive weeks for the complete
series. This should be more or less centrally located; easily accessible; of
adequate size to accommodate attendance in excess of conservative
estimates; free from external distraction and provided with all essential
facilities. The latter should include custodial service, light, heat,
ventilation, and air conditioning, chairs and platform, coat racks or extra
chairs as a substitute, public address system, blackboards and similar non-
portable aids, etc. In most communities of any size, public utilities or
industrial organizations have auditoriums that they are willing to make
available at little or no cost for educational programs and such possibilities
should be thoroughly investigated before checking private facilities. Since
meeting place and facilities rental usually make up the major items of
program cost, the facilities and services included in such rental should be
checked carefully to avoid unpleasant surprises in the form of
unanticipated charges.

Where catering services are available, the providing of light mid-session
refreshments such as coffee and doughnuts will constitute a welcome
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break as well as an opportunity for discussion of the speaker's
presentation. This can be particularly important in major metropolitan
areas where attendees may have come directly from their places of
business and must conform to commuting schedules to reach homes at a
reasonable hour.

PROGRAM DEVELOPMENT

Subject suggestion by survey of chapter members has been previously
touched on but the entire committee should contribute with tasks such as
final selection for a particular series; program breakdown into number of
lectures; areas to be covered in each session; particular areas to be
highlighted; selection of speakers; development of lectures; coordination
among speakers; reproduction of lectures for distribution. The final
subject and speaker selections may be reviewed by the Chapter Board of
Governors and/or Past President's Council as being, presumably, more
aware of the members areas of interest and of possible available experts in
those areas. It is desirable, particularly in metropolitan areas where
attendees are subject to rigid commuting schedules, to start the lectures as
early as may be practical, limit each presentation to about two and one half
hours with optional attendance question and answer period following, and
to have a mid-session break for refreshments if such facilities are
available.

PUBLICITY

As soon as the basic organization of the lecture series is completed, dates
and speaker assignments determined, formal announcement should be
made by the distribution of a special mail flyer containing all pertinent
data to all chapter members, other local engineering societies, local
utilities, consulting engineers and HVAC contractors offices, technical
news media and any other local source of possible interest. The chapter
may consider sending an announcement to other local chapters near your
city. The flyer should include a registration form with return address and
registration fee to accompany the return.

A certification of completion is usually distributed at the end of each
series for personal satisfaction but more often to merit reimbursement
from employers who are willing to subsidize proven attendance.

Most chapters have a camera bug among their members who can provide
interesting shots of program supporters for the chapter bulletin.

ATTENDANCE

The attendance committee should be on hand well in advance of the start
of each session with alphabetically arranged lists of registered and prepaid
attendees with adequate blank spaces to fill in those last minute registrants
who invariably bring their checks rather than forward them in advance.
Attendance at each session should be recorded for determining those
entitled to their certificates of completion. These attendance lists should
indicate the attendees' occupations and places of business as a guide for
future subject selection and publicity distribution.

This committee should distribute the reproduced lecture material as the
attendees are leaving each particular lecture so that it may be reviewed
while the speaker's presentation is fresh in mind. Material should not be
distributed before or during a lecture to avoid distraction during the
presentation and to eliminate those who may be tempted to leave before
conclusion of presentation once they have received the lecture material.

As a side responsibility, the attendance representatives should maintain at
their posts a supply of ASHRAE application forms and membership

recruitment brochures for distribution to nonmember attendees. In some
cases, nonmembers have made up fifty percent of the course registrants
constituting a fertile field for solicitation.

FINANCES

Any successful program of continuing education must be self sustaining
so as to impose no financial burden on the chapter. The initial chapter
venture in this field, being speculative, will require the chapter or other
sponsor to agree to underwrite any deficit incurred and so must entail
careful analysis of anticipated expenses and an estimate of minimum
attendance with set registration fee that will be required to break even.
Fortunately, most such programs to date have met with much better than
break-even results but the cautious approach is necessary until the chapter
acceptance and support of the program warrant a more unrestricted
outlook.

Past experience of chapters with continuing education programs has
indicated a division of expenses in the approximate following order:

Facilities and equipment rental 30 percent
Refreshments 30 percent
Printing 20 percent
Ring binders for lecture notes 10 percent
Misc. office expense, postage, etc. 7 percent
Speakers 3 percent

The above division of expense will, of course, vary with localities but is
indicative of costs to be anticipated.

While the principal objective must be to present a program of continuing
education, other considerations may be entertained in establishing seminar
registration fees. The minimum fee used in setting up the break-even
budget may be increased in varying degrees for non-chapter and non-
Society registrants. This fee differential can be used as a financial lever in
membership recruitment and in some instances partial fee differential
application to society membership application has been offered.

While chapter educational programs are not intended to be money makers
they have, in most instances, produced substantial surpluses. As long as
such returns are channeled into chapter participation in educational,
research and manpower recruitment endeavors they are fulfilling the
objectives of our society and are to be encouraged.

DISCLAIMER
The following disclaimer (ASHRAE Program Committee) shall be used

on all publications. All presentation material shall be reviewed by the
organizing committee and all commercial material must be eliminated.
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ROB Book 2

GUIDEL INES FOR ASHRAE CONFERENCES

(Approved by ASHRAE Board of Directors 90-02-15-41)
(Including revisions through 98-01-18-11)

Conferencesin which ASHRAE isthe L ead Organization

001 GENERAL

ASHRAE may wish to host a conference to explore a subject in greater depth than normally possible during one of its
semi-annual meetings. A separate conference provides opportunity to accomplish this goal. ASHRAE may invite
other organizations to participate in the planning and conduct of the conference and in financial support of the
conference.

002 CO-SPONSORS

One or more organizations may be invited to co-sponsor the conference. Co-sponsors must contribute significantly
to support the conference, including financial support when required.

003 COOPERATING ORGANIZATIONS
Other organizations may be listed as cooperating organizations. Cooperating organizations are expected to help
publicize the conference through articles in their publications and/or distribution of brochures provided to them by
ASHRAE, and may be requested to assist in other ways.
007 CHARACTERISTICS

a.  ASHRAE controls budget and earns profit or absorbs loss.

b. ASHRAE staff provides major support for publicity, registration, publications, etc.

c. ASHRAE has exclusive right to publish proceedings (if any), including discussions of papers. Co-
sponsoring organizations may be awarded the right to publish the papers and/or proceedings.

005 OBJECTIVES

All actions of the conference must be non-partisan, and shall not reflect any private business interests or specific
group interest and all conferences must have objectives consistent with those set forth in the Bylaws:
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“Objectives. The Society is organized and operated for the exclusive purpose of advancing the arts and
sciences of heating, refrigeration, air-conditioning and ventilation, the allied arts and sciences and related
human factors for the benefit of the general public, as defined in the Certificate of Consolidation. To fulfill its
role, the Society shall recognize the effect of its technology on the environment and natural resources to
protect the welfare of posterity.” (SBL Sec 1.3)

006 COSTS

The conference should be expected to be financialy self-sufficient. ASHRAE staff administrative costs relating to the
conference may, at the discretion of BOD EXCOM, be absorbed by the Society. Where financial obligations may be
incurred, authorization must be obtained from BOD EXCOM prior to the meeting.

007 PUBLICATION

When publishing conference papers, 004C (above) shall apply and the following disclaimer shall be used where
appropriate:

“ASHRAE co-sponsors (sponsors) this conference to provide aforum for the free exchange of ideas on the
state of the art in thisfield. The ideas expressed are those of the author(s), and do not necessarily represent
the opinions or policies of ASHRAE nor has ASHRAE necessarily subjected the papers published herein to
its customary technical review.”

008 EXPOSITION

If an exposition isto be part of the conference, the contractual obligation of ASHRAE and ARI with the International
Exposition Company shall be considered by each party, and in addition, the terms of the agreement between ARI and
ASHRAE shall be considered.

009 ADMINISTRATION

Proposals for an ASHRAE co-sponsored conference should be approved by an appropriate standing general

committee, the council to which the standing general committee reports and the Board of Directors. The President will
appoint the conference steering committee and the Executive Director will assign staff support. These appointments
should occur at least 23 months prior to the proposed dates of the conference. A budget must be developed by the
lead staff support with the advice of the Meetings Manager, the Director of Member Services and the Director of
Publications’'Communications. The budget must incorporate all direct costs and direct income. Attendance fees
should be sufficient to make the conference self-supporting at the lowest expected level of attendance. (97-01-26-11)
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Conferencesin which ASHRAE isNOT the L ead Organization

001 GENERAL

ASHRAE may agree to co-sponsor a conference in which another organization is the lead organization. ASHRAE's
role as co-sponsor may involve financial support, staff support or volunteer support.

002 CHARACTERISTICS

a The conference sponsor controls the budget and earns profit or is responsible for |osses.

b. ASHRAE will publicize the conference through its publications and/or selective mailings to its
members.

C. ASHRAE will provide access to its mailing labels, either at nominal cost or free, as specified in the

agreement to co-sponsor the conference.
003 OBXECTIVES

All actions of the conference must be non-partisan, and shall not reflect any private business interests or specific
group interest and all conferences must have objectives consistent with those set forth in the Bylaws:

“The Society is organized and operated for the exclusive purpose of advancing the arts and sciences of
heating, refrigeration, air-conditioning and ventilation, the allied arts and sciences and related human factors
for the benefit of the general public, as defined in the Certificate of Consolidation. To fulfill its role, the
Society shall recognize the effect of its technology on the environment and natural resources to protect the
welfare of posterity.” (SBL Sec 1.3)

004 COosT

The conference should be expected to be financially self-sufficient. ASHRAE staff administrative costsrelating to the
conference may, at its discretion, be absorbed by the Society. Where other financial obligations may be incurred,
authorization must be obtained from ExCom prior to the meeting.

005 PUBLICATION

ASHRAE shall have the right to reproduce and dstribute as it wishes any individual papers presented at the
conference and/or published in the conference proceedings. (ASHRAE will credit the conference as the source of
any papers used.). Also it shall have the right to index and make available any conference papers and discussions
published by others. ASHRAE will consider publication of the proceedings of the conference upon reguest of the
lead organization. If such arequest is made, an independent agreement between the lead organization and ASHRAE
(Publications Department) will be required. (98-01-18)

The following disclaimer shall be used:

“ASHRAE co-sponsors (sponsors) this conference to provide aforum for the free exchange of ideas on the
state of the art in thisfield. Theideas expressed are those of the author(s), and do not necessarily represent
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the opinions or policies of ASHRAE nor has ASHRAE necessarily subjected the papers published herein to
its customary technical review.”

006 EXPOSITION

If an exposition is to be part of the conference, the contractual obligation of ASHRAE and ARI with the International
Exposition Company shall be considered by each party, and in addition, the terms of the agreement between ARI and
ASHRAE shall be considered.

007 ADMINISTRATION

Requests for ASHRAE co-sponsorship shall be sent to the Executive Vice President of ASHRAE for approval.

ASHRAE may participate in the administration of the conference through representation on conference organizing
committees. ASHRAE staff will suggest proper coordination with the |ead organization's steering committee.

If ASHRAE agrees to co-sponsor, it may: (a) publicize the meeting; (b) issue a*“call for papers;” (c) provide, at cost
or free, a selective mailing list; (d) provide sufficient staff support to coordinate ASHRAE participation with other co-
sponsoring organizations.
ASHRAE may aso exercise the following options; (98-01-18-11)
Distribute in each registrant’s registration package an ASHRAE membership application, publications
catalog, schedule for upcoming ASHRAE meetings, and submission guidelines for ASHRAE's research
journal.

Participate in opening and closing ceremonies through the presentation of remarks.

Receive display space as mutually agreeable to the organizer and ASHRAE, in poster areas, registration
area, exhibit space or table top exhibit area.

Receive and use at its discretion complimentary registration for an official Society representative and a press
representative.

Information concerning any co-sponsored conference should be mailed at least 90 days before the meeting, and
proper publicity given to ASHRAE.

* % % % *
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