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1.

GENERAL

The purpose of this Operations Manual is to publish
general information regarding the Washington Section, its
organization, the duties and opportunities of various members
and groups of the organization, as an aid to them in the per-
formance of 'their duties.

Objects and Scope of the Section

The Washington Section of the American Institute of
Electrical Engineers was organized in 1903. The objects of the
Section are those of the Institute, namely, the advancement of
the theory and practice of electrical engineering and of the
allied arts and sciences, and the maintenance of a high pro-
fessional standing among its members. The Section aims to
promote the interests of the American Institute of Electrical
Engineers, to increase the benefits derived from membership
therein, to hold meetings for the presentation and discussion
of technical papers of interest to electrical engineers, and to
advance the engineering profession through closer cooperation
with other engineering and scientific societies.

The Section is governed by a Chairman, a Vice Chairman,
a Secretary-Treasurer, and an Executive Committee, consisting
of the above three officers, plus two elected members of the
Executive Committee and the Section Chairman and Section
Sec;etary-mreasurer of the previous term, a total of seven
members.

Membership

All Honorary Members, Fellows, Members, Associate
Members, and Affiliates of the American Institute of Electrical
Engineers in good standing and residing in or near the District
of Columbia or in the area designated by the Institute as the
territory of the Washington Section shall be considered members
of the Washington Section.

Local Membership

Local Members of the Washington Section may be elected
by the Executive Committee at any meeting of that committee under
the provisions of the By-Laws.
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Meetings

Sectlon Meetings are normally held the second Tuesday of
each month from October to May inclusive. Meetings organized by
the Technical Program Committee are also held during these months
at the times selected.

Committees

The following committees are authorized by the By-Laws of
the Section to carry on its work:

" Advisory Board
Meetings and Papers Committee
Membership Committee
Attendance and Sociability Committee
Student Activities Committee
Publicity Committee
Technical Program Committee
Committee on Transfers
Committee on Tellers (when needed)
Auditing Committee
Nominating Committee

Other special committees are appointed as required. Seven
such committees are:

Awards Committee

History and Records Committee
Special Events Committee
Education Committee
Activities Personnel Committee
Year Book Committee

Golden Anniversary Committee

The chairman of each committee should prepare before
May 31st a final report to the Chairman of the Section summarizing
the work of his committee, and he should prepare for the incoming
Chairman, recommendations regarding personnel for the ensuing
committee.

Prior to the annual meeting the chairman of each committee
should prepare and forward to the Chairman of the Section a brief
interim report so that the Chairman may comment on any outstanding
committee work at the annual meeting.

Outgoing committee chairmen should turn over to incoming
chairmen all stocks of blank forms and supplies, etc.
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BY-LAVS
WASHINGTON SECTION

AMERICAN INSTITUTE OF ELFCTRICAL ENGINEERS

(Organized April 9, 1903)

By~-Laws Adopted 2-9-09 :
By-Laws Amended 5-26-09 |

10-10-11 |

4~13-20

4=11=-22

4=12-27

5-14-35

4=13-43

R~18~47

R-10-48

5=10-49

12-13-49

5-8-51

1. NAME: This Association shell be known as the Washington
Section of the American Institute of Electrical Engineers.

2. QOBJECT: The object of the Section shall be to promote the
interests of the American Institute of Electrical Engineers, to
increase the benefits derived from membership therein, to hold
meetings for the presentation and discussion of technical papers
of interest to electrical engineers, and to advance the engineer-
ing profession through closer cooperation with other engineering
and scientific societies.

3. MEMBERSHIP: All Honorary Members, Fellows, Members and
Associates of the American Institute of Electrical Engineers, in
good standing in the Institute, and residing in of near the District
of Columbia within the boundaries established by the Institute,
shall be considered members of the Washington Section.

4L« DUES: Local Dﬁes of Two Dollars (%$2.00) for all Institute
membership grades of Associate and above shall be assessed annually.

5 CAL MFMBERSHIP: There shall be two classes of local
nembership, namely:

(a) Local Members: Any person interested in the work of
the Cection may become a Local Member by submitting to the
Secretary-Treasurer an application endorsed by one or more
voting members of the Section, by payment of a fee of Five
Dollars ($5.N0) a year, in advance, and upon being duly

o |



elected by a majority vote of the Executive Comni ttee.

(b) Local Student Members: All Student members of the
A.I.E.E, shall be considered Local Student Members of the
Section without payment of local dues.

All Other students of engineering and technical schools
within the area of the Washington Section may enroll as Loecal
Student Members by submitting to the Secretary-Treasurer an
application endorsed by one or more voting members of tne
Section, by the payment of a fee of $1.50 a year, in advance,
and upon being duly elected to membership by a majority vote
of the Executive Committee.

Local members shall be entitled to all privileges of the
Section except voting, holding office, serving as chairmen of
comnittees and officially participating in the business meetings of
the Section.

6. SECTION MEETINGS: Section Meetings shall be held the second
Tuesday of each month from October to May, inclusive, unless other-
vwise ordered by the Executive Committee. The subjects of the
papers to be presented at the meetings and the time and place of
all meetings shall be approved by the Executive Committee,

Speclal meetings may be called at any time by the Executive
Committee upon written notice to each member seven days in advance
of the meeting date. ‘

For the transaction of Section business fifty voting members
shall constitute a quorum.

7. ANNUAL MFETING: The May meeting of each year shall be de-
slgnated the Annual Meeting at which meeting such business shall
be transacted as may be presented by the members.

8. VOTING: All members in good standing, provided for in
Paragraph 3, shall be entitled to vote.

9. OFFICERS: The Officers of this Section shall be a Chairman,
& Vice Chairman, a Secretary-Treasurer. f

All elected officers shall be voting members of the Section.

Term of office for all officers shall be for a period of
one year beginning the first day of June following election.

If the office of Chairman becomes vacant during a regular
term, the Vice Chairman shall succeed to the Chairnanship. If any
other office becomes vacant during a regular term, the Executive
Committee shall fill the vacancy from the Section membership for
the remainder of the unexpired term.



10, EXECUTIVE COMMITTEE: The Executive Committee shall consist
of the three elected officers as provided for in "9, OFFICERS"
and four additional members, two of whom shall be elected as pro-

vided for in "12, ELECTION", The remaining two shall consist

of the retiring Cheirman and retiring Secretary-Treasurer, If

one or both of these are unable to serve, the Section shall elect
nembers from previous Executive Committees in their stead. All
members of the Executive Committee shall be voting members of the
Section. Term of office for 21l members of the Executive Committee
shall be for a period of one year beginning the first day of June
following election.

The Chairman of the Section shall be Chairman of the
Executive Committee. Four members of the Committee, assembling at
the call of the Chairman, shall constitute a quorunm.

Any vacancy occurring in the Executive Comuitteé shall be
filled for the unexpired term by action of the Executive Committee.

1l. DELEGATE AND ALTERNATE TO THE ANNUAL SUMMER GENERAL MEETING:
The Chairman shall be the Delegate to the Annual Swamer Genera
Meeting. He shall notify the Executive Committee within a
reasonable time if he is unable to attend this meeting.

An Alternate Delegate to the Annual Swmmer General Meeting

" shall be elected at the same time as the Officers of the Section
are elected, It shall be the duty of the Alternate to be the
Delegate to the Annual Summer General Meeting of the Institute upon
being notified by the Chairman and the Executive Committee that the
Delegate will be unable to fulfill his duties as Delegate.

If an emergency arises wherein neither the Delegate nor the
Alternate can represent the Section at the Annual Swamer General
Meeting of the Institute, a delegate shall be selected by the -
Executive Committee.

12, ELECTION: A Nominating Committee, appointed by the Chairman
of the Section, shall be constituted each year.

The Nominating Committee shall nominate one person for each
office as provided for under "9, OFFICERS", two for membership on
the Executive Conmittee, and one for Alternate Delegate to the
Anmual Summer General Meeting.

The Nominating Committee shzll prepare a list of nominees for
the offices to be filled at the next election and shall notify the
Secretary of the Section of its selections not later than
January 31st.

Notice of the nominations of the Nominating Committee shall
be sent by the Secretary to all qualified voters not later than
February 15th of each year, together with a reminder of the follow-

ing provision:
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Independent nominations may be made by a petition of ten (10)
or more members sent to the Secretary not later than March 15th of
each year for inclusion in the ballot of such candidates as are
eligible.

If the only nominations are those of the Nominating Committee,
the election shall be held at the May meeting by a voice vote of
the members present. If other nominations are received, the
following procedure shall apply:

(2) Not later than April 1st of each year the Secretary
shall mail to each member entitled to vote an official ballot
bearing the names of candidates for election as officers of
the Section, as provided for in "9, OFFICERS"; two members
of the Executive. Committee, as provided for in "10.

EXECUTIVE COMMITTEE"; and an Alternate to the Annual Summer
General Meeting, as provided for in "11, DELEGATE AND
ALTERNATE TO THE ANNUAL SUMMER GENFRAL MEETING".

(b) The official ballot shall have the names of the candi-
dates for each office grouped under the name of the office
for which they are nominated, the first name under each
office being the choice of the Nominating Committee and so
designated. It shall bear the notation, "This ballot must
be mailed to reach the Secretary on or before April 30th
of this year",

(¢) Enclosed with the official ballot shall be a plain
envelope and a return envelope addressed to the Secretary
of the Section. The return envelope shall have a space in
1ts upper left-hand corner for the signature of the voting
member., ;

(d) Members shall vote for one candidate for each office by
marking an "X" in the box provided after the names of candi-
dates. Voting for more than one candidate for any one office
will invalidate the ballot and ballots so marked will be-
thrown out by the Committee of Tellers.

(e) After marking the ballot, the voting member shall place
it in the plain envelope and seal it. The plain envelope
shall then be enclosed in the envelope addressed to the
Secretary of the Section. The member shall write his name
in the space provided on the envelope, and it shall then be
forwarded to the Secretary.

(f) The Chairman of the Section during the month of April
shall appoint, subject to the approval of the Executive
Committee, a Committee of Tellers consisting of three members

- entitled to vote. . The appointees shall not be members of the
Executive Committee or of the Nominating Commi ttee.
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(g) The Committee of Tellers shall meet between May 1lst
and May 5th and shall receive, unopened, all ballots from
the Secretary. It shall forthwith proceed to check the
names of members appearing on the ballot envelopes for
eligibility to vote. Any envelopes bearing nasmes of
menmbers ineligible to vote shall be destroyed, unopened,
together with their contents.

(h) The plain envelopes containing legal ballots shall
be removed from the outer mailing envelopes and the outer
mailing envelopes destroyed.

(1) After the meiling envelopes have been destroyed, the
ballots shall be removed from the plain envelopes, the
voting tabulated and the results of the election shall be
forwarded to the Chzirman of the Section, in writing,
signed by the Committee of Tellers. The results of the
election shall be announced by the Chairman at the Annual
Meeting. ;

13, DUTIES OF CHAIRMAN: The Chairman shall perform the duties
usuzlly devolving upon such position. In addition to being Chair-
man of the Section, he shall be Chairmen of the Executive Commlittee.

14. DUTIES OF VICE CHAIRMAN: The Vice Chairman shall assist
the Chairmzn in such activities as shall be delegated to him, and,
in the sbsence of the Chairman, shall preside in his stead.

15, DUTIES OF SECRETARY-TREACURER: The Secretary-Treasurer
shall be responsible for the records of the Section, except as
otherwise directed by the Executive Committee. He shall keep ac-
curate minutes of all meetings of the Section and of the Executive
Committee, shall conduct necessary correspondence and, in general,
discharge the duties usually associated with his position. He
shzll be guided by instructions from Institute Headquarters in
reporting meetings and functions. .

He shall be responsible to the Institute for the proper ex-
penditure of all Institute funds, and shall maintein at all times
accurate records of all receipts and expenditures. He shall pre-
pare the annual financial report of the Section for presentation
to the outgoing Executive Committee on or before May 31. See
"17, DUTLES OF FXECUTIVE COMMITTEE".

He shall be responsible for the maintenance of an accurate
address list of all members of the Section, vhich shall be ac-
cessible at all time, and for having Headquarters promptly in-
formed of any change in the list. He shall be responsible for
making the Section Addressograph plates correspond to the current
" address list.
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He shall, at the Annual Meeting of the Section, report for
the Executive Committee such actions zs have been taken by it
since the last Annual Meeting as provided for in "17. DUTIES OF
EXECUTIVE COMMITTEE".

16. ASSISTANT SECRETARY-TREASURFR: The Assistant Secretary-
Treasurer shell be appointed by the Chaimman of the Section, with
the concurrence of the Secretary-Treasurer and the approval of the
Executive Committee, to serve throughout the term of the Secretary-
Treasurer, He shall perform such duties as the Secretary-Treasurer
shall designate.

17. DUTIES OF EXECUTIVE COMMITTEE: It shall be the duty of the
Executive Committee to have jurisdiction over 2ll Section activities
and to decide all matters of administration and policy. It shall
direct the expenditure of all Section funds, shall approve all
billls, and shall on or before May 31 approve the annuial financizl
statement for its jurisdictional year, June 1 - May 31, certified
gomﬁg ;%g Auditing Committee as provided under "21, AUDITING

OMMITTEE",

The Executive Committee, through the Secretary-Treasurer,
shall report at the Annual Meeting of the Section such actions 3ss
have been taken by it since the last Annual Meeting.

Any zction of the Executive Committee may be overruled by a
majority vote of members present at the next regular meeting of
the Section following 30 days' written notice given each voting
member of the Section, upon the recuest in writing of ten members
of the intent to question any given action of this Committee.

18, MEETINGS OF EXECUTIVE COMMITTEE: The meetings of the
Executive Committee shall be held when called for by the Chairman
of the Section, and at such time and place as he may direct.

19. ADVISORY BOARD: The Advisory Board shall be the judicizl
body of the Section. It shall be comprised of seven members who
are voting members of the Institute but not members of the
Executive Committee except that the Junior Past Chairman of the
Section, who is automatically a member of the Executive Committee,
shall be eligible for appointment to the Advisory Board. At least
three of the members of this Board shall be Past Chairmen of the
Section. The Chairman of the Board shall be selected by the
Chairman of the Section and shall not serve more than one year
consecutively. The other six members of the Board shall be chosen
by the Board with the assistance and approval of the Chairman of
the Section. The terms of Board members shall be three years each,
with the terms of two members expiring each year. A Vice Chairman
shall be chosen by the Section Chairman from the six other members
of the Boards The Vice Chairman shall serve in this capacity for
a period of one year only.




The duties of the Advisory Board shall be to consider
and report, as promptly as possible, its reconmendation on any
matter referred to it by the Chairman of the Section, Executive
g%mm%;tee, ten members of the Section in writing or initiated by
sell.

The Chairman of the Advisory Board shall call a meeting
upon the request of the Section Chairman, Fxecutive Committee,
upon request of two members of the Advisory Board, or at any other
time at his own discretion.

20, COMMITTEES: The following Committees shall be regularly
appointed early in each Section year by the Chairman. FEach com-
mittee shall perform such duties as it may be called upon to per-
form by the Chairman of the Section and as normally may be eXx-
pected of such a comnittee.

Meetings and Papers Committee
Membership Committee :
Attendance and Sociability Committee
Student Activities Committee
Publicity Committee

Technical Program Committee
Comnittee on Transfers

~1 oW -

In addition to the standing committees mentioned, there
shall be appointed such additional comnittees as may be required
from time to time, including the Hominating Committee and the
Auditing Committee.

All committee appointments shall be subject to approval of
the Executive Committee.

21. AUDITING COMMITTEE: At the Annual Meetlng, the Chairman
shall announce the appointment of an Auditing Commlttee of three
members to audit the accounts of the retiring Secretary-Treasurer.
This Committee shall on or before May 31, certify to the annual
financizal report prepared by the Secretary-Treasurer and the same
shall be duly approved on or before May 31lst by the outgoing
Executive Committeée prior to the transfer of funds to the incoming
Secretary-Treasurer. The report of the Auditing Committee and the
financial statement shall be presented for approval of the Section
at the first meeting of the new fiscal year.

2. NDMENTS: These By-Laws may be amended by a two~thirds
vote of the members present at any regular meeting, after thirty
days' notice has been given that such amendnent is to be considered.

23, GFNFRAL: Vithout changing their import, the Secretary may
number and, from time to time when amendments are adopted, may re-
number the various sections of the By-Laws, so as to serve the
purpose of ready reference thereto.




10.

SECRETARY-TREASURER
and

ASSISTANT SECRETARY-TREASURER

The Secretary-Treasurer of the Washington Section is
responsible for the records of the Section, except as otherwise
directed by the Executive Committee. He shall have on file a
copy of the up-to-date By-Laws of the Section and a copy of the
directive on "Conduct of Section Activities"™ from Institute
Headquarters. =

The Secretary-Treasurer is a member and Secretary of the
Executive Committee and is responsible for the advance notices
and the minutes of the Executive Committee meetings.

The Secretary-Treasurer i1s responsible for conducting all
necessary correspondence of the Section., Lists of names, addresses
and telephone numbers of the various officers, committee chairmen
and committee members shall be kept on hand for this purpose. He
is responsible for the maintenance of an accurate address list of
all members of the Section, which shall be accessible at all times,
and for promptly informing Institute Headquarters of any change
in the list originating locally.

In this connection he shall

l. Receive Institute Headquarters mailings which are
concerned with the members'! addresses, membership
classification and subsequent changes.

2. Maintain (at the mailing establishment) the
actual addressograph plate file of the regular mail-
ing list consisting of section membership, student
members, applicants for membership and special
mailings; removing and destroying old plates and in-
serting new ones as the list changes.

3« Maintain a special mailing list consisting of
such names as may be submitted by the Chairman of the
Publicity Committee or others. Keep a card file of
such special mailing list upon which data are shown
as to the origin of the request for inclusion, in
order to facilitate future checking on the accuracy
of the list. Also, such card file, and the name
card on the addressograph plate, should show the
termination date for names on the list which are
only temporarily included. The mailing list will
include, among others, the following names:
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(A) Secretaries of other engineering societies
in the Washington area, to be obtained annually
from the Secretary of the D.C. Council of Engi-
neering and Architectural Societlies.

(B) Secretaries of other sections of the
Institute in the Middle Eastern District
(District 2) as published in Electrical Engineer-
ing, usually in the September issue.

(C) Recipients of one or more coples of meeting
notices for posting. The addressograph plate to
carry the notation "For Bulletin Board Posting"
and the number of copies. Those recipients of
more than one copy to be separated from all
others in the file of plates.

(D) Members of other sections on temporary as-
signment in the Washington area or other special
mailings approved by the Executive Committee.
Such special mailings should carry a notation on
the addressograph plate of the month and year of
anticipated termination of the temporary duty to
facilitate removal of the plate from the file at
that time.

4e Make monthly changes in the addressograph plates
which are stored at the mailing establishment. Tabu-
late for the mailing establishment the following:

(A) The number of plates completely removed from
the mailing l1ist.

(B) The number of plates pulled from the 1ist but
to be replaced because of changes of address or
similar changes.

gg)t The number of new plates to be added to the
st.

From this information the number of individual mailings
to be added to or subtracted from the previous months
malling is the difference between items (A) and (C).
This allows the mailing establishment to prevent over
or under printing on the next mailing. Also, the total
of items (B) and (C) represents the number of plates

which the mailing establishment will have made for the
Section's account.

5+« Instruct the mailing establishment to order the
necessary new addressograph plates.




12,

6. Prepare monthly, a tabulation showing the in-
dividual changes in the mailing list and a summary
report of the effect of such changes on the Section
membership total. Supply a copy of the tabulation
and sumary for the following:

Chairman

Secretary-Treasurer

Assistant Secretary-Treasurer
Publicity Committee

Attendance & Sociability Committee
Committee on Transfers

Membership Committee

Student Activities Committee
Mailing

7. Issue once a year a "Classified Section Member-

ship List" by work affiliation. Classified card

{ili of Committee on Transfers to form basis of this
st.

8. Forward report on each meeting to Institute Head-
quarters within 10 days after each meeting, on forms
provided by Headquarters.

9. Submit report of Section Expenditures to Institute
Headquarters twice yearly as required under Institute
regulations and on forms provided by Headquarters.

The Secretary-Treasurer shall prepare for the approval of
the Executive Committee a budget based upon estimates of anticipated
expenditures submitted by Committee chairmen and officers, and with
the guidance of such officers and records of previous years'! budget
and expenditures as may be necessary. At each regular meeting he
shall report to the Executive Committee on the status of the various
budget items. :

The Secretary-Treasurer shall pay all outstanding bills of
the Section upon proper authorization by the Executive Committee.
The Executive Committee may authorize the Secretary-Treasurer to
pay all routine bills if they are in accordance with the budget and
are certified by the respective committee chairman or officer con-
tracting the bill. Any unusuel item not specifically included in
;2;m2§%get shall have prior Executive Committee approval before

The Secretary-Treasurer is responsible for collection of,
ard accounting for local Section dues. He shall transmit bills for
local dues on or about November 1, and shall return receipts upon
payment of dues to any member upon request. He shall maintain
membership records showing payment of dues by each member, and these
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records must be made avaiiable to the Auditing Committee together
with other financial records of his office. Local Section dues are
assessed against all members shown by Headquarters as members of
the Section.

All Section funds are the responsibility of the Secretary-
Treasurer. He keeps an zccurate record of all receipts and ex-
pendltures for the Section. Any bank funds, accounts, check books,
securities and valuables are turned over to the Secretary-Treasurer
at the beginning of his term of office and after audit by Auditing
Committee, An Auditing Committee report must also be made up on his
financial records at the end of his term of office. Bank statements
are checked ‘each month with balance in check book and note is made
thereon showing that same has been checked. Statements of expendi-
tures and balances shall be made to the Executive Committee each
month, In connection with Section funds, it is the responsibility
of the Secretary-Treasurer to make a financial report to Institute
Headquarters at stated intervals in order that the Section may re-
celve its yearly appropriations. In this connection, it may be
noted that the amount of the appropriations depend upon the number
of members and the number and attendance of General and Technical
Meetings held within a given period, plus the amount expended
during this period. It is therefore necessary that the Chairman
of the Meetings and Papers Committee and the Chairman of the
Technical Program Committee forward to the Secretary-Treasurer a
copy of the minutes of each regular and technical meeting. The
Secretary-Treasurer is responsible to Institute Headquarters for
reports on meetings held.

If the Secretary-Treasurer considers that the Section has
sufficient funds to warrant some investment from time to time, he
shall recommend to the Executive Committee, for their approval, such
proposed investment as he might deem advisable. He must manage
all outstanding securities and funds of the Section to see that
proper dividends, interest and/or payments are received and advise
tne Executive Committee of any action deemed necessary. At the end
of his term of office, the Secretary-Treasurer shall, in cooper-
ation with the incoming Secretary-Treasurer, make sure that al
necessary changes of address are made in connection with bank state-
ments, stock dividends, safe deposit box, etc.

The Secretary-Treasurer may delegate to the Assistant
Secretary~-Treasurer such duties as he may wish, except that he can-
not delegate responsibility for the care and expenditure of funds.

The Secretary-Treasurer prepares an annual financial re- Y
port for presentation to the Fxecutive Committee (By-Laws Section 15
and an annual report to the Section of the actions of the Fxecutive
Committee (By-Laws Section 17).




ADVISORY BOARD

General

The Advisory Board is the Judicial body of the Section,
and also gives consideration to problems and special assigmments
referred to it. :

Organization

The -Advisory Board is composed of seven members of the
Section who are selected and appointed by the Advisory Board
with the assistance and approval of the Chairman of the Section.
At least three members of the Board shall be past Chairmen of
the Section. c ’

Six members of the Board each serve three-year terms,
the terms of two members expiring each year. The seventh member
of the Board is appointed for a one-year term only.

A Chairmzn and a Vice Chairman of the Board are appointed
by the Chairman of the Section, for one-year terns only, from the
three-year members of the Board. The Chairman of the Board may
not serve for more than one year consecutively, It has generally
been found advisable, though not obligatory, that the immediate :
past Chairman of the Section is appointed as s three~-year member
of the Advisory Board and that in his first year as a member of
the Board he shall be appointed Vice Chairman. The appointment
of this member as Chairman of the Board in his second year in-
sures continuity of policy and effort, '

Vacancies in the membership of the Board shall be filled
by the appointment of a new member to serve the unexpired balance
of the term left vacant,

Duties

The duties of the Advisory Board shall be to consider and
report to the Executive Committee, or direct to the Section
members, its recommendation on any matter referred to it by the
Chairman of the Section, Executive Committee, in writing by ten
members of the Section, or on any matter initiasted by itself.

Examples of duties of the Advisory Board are as follows:
l. The establishment and maintenance of long-range

programs for the participation of Section members in
District and National Institute activities.
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2. The study of Institute problems and policies as
they affect the Section. x

3. The consideration of legislative, economic and
professional matters affecting the Section.

4o The development of Section policies, procedures
and activities.

2. The consideration of inviting Institute, District
II, and "other than Section" meetings to be held in
Washington under sponsorship of the Washington Sectionﬂ

6. Responsibility for annual revision and issuance
of Operations Manual of the Section.

7. The consideration of establishing sub-sections and
student branches.,

8. The execution of special assignments.

Meetings
Meetings of the Advisory Board shall be held as required.

Budget

An estimate of expenses expected to be incurred by this
Board should be submitted in September to the Secretary-Treasurer
of the Section for budget approval and appropriation. Expenses
incurred should be sutmitted in writing to him for reimbursement.
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MEETINGS AND PAPFRS COMMITTEE

General

The purpose of this comalttee is to arrange the programs
of the general monthly meetings. This involves the selection of
toplcs and qualified speakers for each meeting, It is essential
that this committee be organized early in the summer and that
prograus be arranged as far in advance as possible,

The program for each meeting shzll be brought before the
Executive Comzittee of the Section for discussion and approval.
Successful committees in the past have held at least two meetings
during the summer and have brougant to the first Executive Committee
" Meeting an outline of a complete program for the year. At this
first Executive Comnittee Meceting the Meetings and Papers Committee
Chairman should present the program for the first general monthly
meeting as a definite proposal so that it can be approved by the
Executive Committee and final arrangemnents completed for the progran,

The Section is required to send a report of each meeting
to National Headquarters on proper forms provided by Headquarters.
The Chairman of the Meetings and Papers Committee is responsible
for the preparation of such a report on each monthly general meet-
ing. He should obtain a supply of these forms from the Secretary-
Treasurer and after each meeting the forms should be completed and
forvarded to the Secretery-Treasurcer for signature and mailing to
Headguarters.

The Chairmen of the committee shsll make errangements to
have a copy of the publisned notice of the meeting sent to the

spezker for his information.

Iype of Meetings

The general monthly meetings are held the second Tuesday of
each menth starting in October and ending in May unless otherwise
ordered by the Fxecutive Committee.

One nmeeting 1s normelly recserved for students and is known
as "Students' Night"., This meeting is arranged for by the
Students' Activities Committee in cooperation with the Meetings
and Papers Committee.

One neeting is generally set eside as "Ladies! Night", /
Some other meetings may be joint affsirs with other local societies.
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It has been customary to hold a Joint meeting with the
Maryland Section each year, alternately in.Washington and Baltimore.

In general, talks at the general monthly meetings should be
technical yet popular in nature and so designed as to appeal to the
largest group of members possible. Newsworthy topics handled by
well-known speakers should be the goal. Subjects may well relate
to electrical engineering in its broadest aspects and social im-
plications. The Ladies' Night meeting may involve a program
featuring a motion picture instead of a speaker, or some other
form of non-technical entertainment.

Inspection trips of a general nature may be arranged by
this committee, subject to approval by the Executive Committee,

reganization

The committee should consist of a Chairmen, Vice Chairman
and committee members., The size of the committee should be deter-
mined by the Chairman but as a rule should consist of repre-
sentatives of sufficient industry, educational and government
groups to assure programs of general interest.

The committee should hold its first meeting early in the
summer, decide on recommendation and obtain approval of topics for
the first meetings of the forthcoming year. Programs for sub-
sequent meetings should be arranged for as early thereafter as
possible, with alternative possibilities available where practical.

Individual committee members should choose a meeting and
agree to handle all matters relating to it, such as choosing a
speaker, contacting the speaker, handling the necessary details
incident to the negotiations, furnishing the Publicity and At-
tendance-Sociability Committees the information they need for
publicity and arrangements, and finally seeing that the speaker is
satisfactorily received and cared for while he is in the city.

Where a joint meeting with another society is to be held
with the other society as host, most of the work is handled by the
other society. In each such case, however, a representative of
our Meetings and Papers Committee should be assigned to work with
the other society.

Papers

All papers should be considered by the Committee on the
basis of subject interest and merit for possible entrance by the
Committee on behalf of the author in District and Institute prize
paper competitions and for forwarding to "Electrical Engineering"”
for publication consideration. (See Sections 46, 47 of The
Institute By-Laws.)
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Budgef

An estimate of expenses expected to be incurred in ob-
taining speakers should be submitted to the Secretary-Treasurer
of the Section for budget approval and appropriation. Consider-
ation will be given to payment of fees or traveling expense of
speakers if qualified speakers not obtainable without such expense,

Expenses incurred should be submitted in writing by him for re-
inbursenment.,
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TECHNICAL PROGRAM COMMITTEE

General

The function of the Technical Program Committee is to make
all arrangements, subject tc approval of the Executive Committee,
for group discussions of technical subjects to be cenducted on a
more advanced basis than desirable in general meetings. The
ohbjective is (1) to elevate the plane of these technical dis-
cussions so that there exists & good balance between theory and
popular presentztion, (2) to obtzin a level that will satisfy all
nemkers of the A.I,F.F., and (3) to promote & higher standing of
the Washington Section in technicsl matters. It is intended that
the program arranged by this committee include an accomplicshed
speaker presenting baciground and theory, techniques’'and demon-
strations to 1llustrete the principles. 2s far 2s consistent with
the cbove obtJeclive, local tslent should be encouraged. Field
trips are suggested vhere they will add to interest in the progran.
A 1950-51 poll indicated evenings or Saturdays as the preferred
times for inspection trips.

Meetings

A 1950-51 poll of the membership indicated that a desirable
frequency of technicazl meetings was one per month., Regularity of
meetings would have some advantage such as "on the fourth Tuesday".

Typical Topics

The following topics are listed as typical of subjects for
discussion in Technical Group meetings:

A. Electronics Group

Electronics in Railroad Applications
Test Range Instrumentation
Miniature Conponents

Electronics in Meteorology

Plastic Flectret

Flectronics in Astronomy

Nuclear Instrumentation

R.F. Processing of Foods

B. Communications Group

Aircraft Television Relay

Radio Relay Links (Microwave)
Interference Problems

Coaxlel Cable Communicetions System
Cormmunication Theory




<1l.

Magnetic Tape Recording

FM vs. AM Transmission .

Crossbar Telephone Switchboard

Circular Polarization as applied to Communications

C. Electrical Research

Conduction in the Solid State
Sei smograph in the Gulf of Mexico
Magnetic Amplifier :
Distributed Vacuum Tube Amplifier
- Digital Computers
High Frequency Characteristics of Vacuum Tubes

D. Mathematics

Hamiltonian Papers

Westinghouse Computer

Gravitation Fields and Forces

Flectromagnetic Theory

Selected talks by outstanding men in this field.

E. Powver

Generation

Transmission anc Distribution
Utilization

Atomic Energy

Field Trips

This grouping was altered in the 1950-51 season to the following:
A. Communications, Electronics, Instrumentation

B. Basic Sciences, including Fundamental Concepts,
Mathematics

C. Power, including Generation, Transmission,
Utilization

Papers

All papers should be considered by the Committee on the
basis of subject interest and merit for possible entrance by the
Cormittee on behalf of the author in District and Institute prize
paper competitions and for forwarding to "Electrical Engineering"
for publication consideration. (See Sections 46, 47 of The
Institute By-Laws.)
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Organization

The committee should consist of a Chairman, Vice Chairman
and committee members., The size of the committee is determined
by the Chairman of this committee, but as a general rule the
committee should consist of carefully selected representatives of
industry, goverrment, educational institutions, etc. who are
qualified to develop and carry out a program satisfying the above
described objectives. The committee members should each be as-
signed responsibility for one of the several groups, 1.e.,
Flectronics Group, Communications Group, etec. The selection of
topic and speaker for each group should be made at meetings of
the general committee or of separate technical meetings as decided
by the Chairman of the Technical Program Committee. The Chairman
of each sub-technical group should inform the Chairman of the
Technical Program Committee of the confirmed speaker, topic and
bibliography, and facilities required as soon as possible. It is
also important to see that arrangements are made through the
Chairman or Vice Chairman, Technical Program Committee, at least
six weeks in advance of each meeting for publicity, auditorium
facilities, amplification facilities, etc.

Budget

An estimate of expenses expected to be incurred in obtain-
ing speakers should be submitted to the Secretary-Treasurer of the
Section for budget approval and appropriation. Consideration will
be given to payment of fees or traveling expense of speakers if
qualified speakers not obtainable without such expense. Expenses
incurred should be submitted in writing by him for reimbursement.

Reports

The amount of the appropriations made by the Institute
Headquarters to the Washington Section depends upon the number of
members and the number and attendance at General and Technical
meetings held within a given period. It is therefore necessary
that the Chairman of the Technical Program Committee forward to
the Secretary-Treasurer a copy of the minutes of each technical
group. It is also the responsibility of the Technical Program
Chairman to prepare five copies of the minutes of each meeting in
accordance with the form supplied by Institute Headquarters.
Copies of this form may be obtained from the Secretary-Treasurer.
These coples are distributed as follows:

Secretary, Washington Section 2
Chairman, Washington Section 4
Sub-Chairman, Technical Program Committee 1
Chairman, Technical Program Committee 1

One of the copies sent fo the Secretary is endorsed by him and
forwarded to Institute Headquarters.
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PUBLICITY COMMITTEE

General

The function of this committee is to see that adequate
publicity is obtained for Washington Section A.I.E.E. activities.
By means of the public press, the radio, etc., every effort should
be made to publicize progranms of the Section and all of its
activities. Also full publicity should be given to the success
~ of members of the Section as a means of gaining recognition for
the Section and adding to its prestige. Full emphasis should
likewise be given to increased recognition for Student Branches
at schools and universities with the objective of having them
recognized by the public as a part of the Section's interests.

It is the function of this committee to send out all
notices of meetings held by the Section and to arrange for all
posters, etc. required to publicize meetings. The Chairman will
receive monthly reports from the Secretary-Treasurer as to current
aumbers of members as a guide to the mmber of notices needed.

The committee shall cooperate with the Secretary-Treasurer regard-
ing special mailing lists.

Organization

The committee should consist of a Chairman, Vice Chairman,
and such committee members as the Chairman considers necessary.

As aids in achieving the objective of better coverage of
Washington Section activities, it is suggested that a nmenber of
this committee be assigned to cover the work of each of the other
Section committees and that a different member be given the re-
sponsibility for drafting copy and follow-up on each monthly
bulletin or post card.

The Chairman of the committee shall be considered as a
meetings coordinator and is charged with the responsibility of
securing advance publicity on meetings 1n ample time so that
notices may be published on schedule. He shall see that in-
formation on each meeting is sent to the D.C. Council for
publication in the newspapers. He should have in mind that
meeting notices have little or no value unless they are mailed
not less than one week before the date of the meeting.

Budget

An estimate of expenses expected to be incurred for
publicity should be submitted in September to the Secretary-
Treasurer of the Section for budget approval and appropriation.
Expenses incurred should be submitted in writing to him for re-
imbursement. '




ATTENDANC D SOCTABILITY COMMITTEE

General

The purposes of this committee are (1) to promote at-
tendance at the meetings and (2) to stimulate good will and
friendliness among the members and guests of this organization.
Its objective is to-assure that all assoclated with the Institute
personally feel that they "belong". While the disposition of
one member to associate and converse with another is obviously
a condition which cannot be effected by any established formula,
the existence of a friendly, casual environment will certainly go
far toward stimulating such activity.

This committee shall attempt to promote a genial atmosphere

1. Arranging dinners from time to time for A.I.E.E.
members and guests.

2. Arranging for refreshments following monthly meet-
ings when authorized. X

3. Greeting members and guests at the dinners and the
meetings.

4o Asslsting chairman in welcoming new members.

5. Assuring that the meeting place is available and
that all necessary equipment is on hand well before the
meeting time.

6. The distribution of lapel identification cards at
each meeting and dinner. These cards will be collected
after the meeting and an attendance record compiled.
This record is transmitted to the Chairman of the
Meetings and Papers Committee or the Technical Program
Committee as may be appropriate for forwarding to the
Secretary-Treasurer. Names of guests will be turned
over to the Membership Committee.

7. Introducing members and guests to each other when-
ever the opportunity presents itself.

In addition to the duties set forth above, the committee
will handle any special activities relating to attendance or
' soclability which may be assigned to it by the Executive Committee.

As part of the duty of welcoming new Section members it is
recommended that the Committee obtain business affiliation in-
gormation from new members and forward it to the Committee on

ransfers.
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Organization

In order to facilitate the effective operation of this
committee and to assure an equitable and efficient distribution
of duties, a number of subcommittees are suggested, usually three,
each of which should have certain specific responsibilities and
authority. It 1s suggested that these subcommittees be ad-
ministered by appointed chairmen and be identified as:

1. Regular Meetings Subcommittee
e Technical Programs Subcommittee
3. Special Activities and Dinner Subcommittee

The suggested responsibilities of these subcommittees are
as follows: .

The Regular Meetings Subcommittee and the Technical Pro-
rams Subcommittee shall be responsible for attendance and
sociability functions for the meetings sponsored by the Meetings

and Papers Committee and the Technical Programs Committee,
respectively. These functions include the following:

1. Maintain close liaison with the chairman of the
committee sponsoring the meeting to determine date,
time and place of regular meetings.

2. Arrange for suitable meeting place for regular
meetings. -

3. Assure that the Attendance and Soclabllity Committee
is properly and adequately represented at each meeting.

4. Assure that meeting place is properly arranged with
all necessary equipment available prior to the meeting.

5. Provide and distribute lapel cards before the
meeting.

6. Collect lapel cards after the meeting.
7. Maintain an attendance record of all meetings.

8. Forward cards of all visitors to the Membership
Committee, Number of members, student members and
visitors should be reported to the Chairman of the
Meetings and Papers Committee, or the Chairman of the
Technical Programs Committee.
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9+ Assist the Section Chairman in any arrangements
which may be required during the meeting.

10, Assist the Section Chairman in introducing new
members.

11. Welcome members and guests when they arrive at the
meeting. .

The Special Activities and Dimner Subcommittee shall be
responsible for arranging all dinners given for the guests and
members of the Section, and the administration of any other

. 8pecial activities which may be assigned to this committee, The

activities of this committee with respect to handling the dinners
shall include:

1. Arranging the dinners.

2. DNotifying the Publicity Committee and others con-
cerned of the time, place and price of the dinner.

3. Arranging for reservation cards, or notations on
meeting notices of the telephone number to call for
reservations. b

4e Greeting the members and guests at the dinners and
distributing lapel cards (if used).

5« Collecting for meals at the dinner or by prior
arrangement,

6. Arranging for reserved seats for the Chairman,
speaker and other honor members or guests,

7. Arrange for refreshments when such activity is
authorized.

udget ¥

An estimate of expenses expected to be incurred in ar-
ranging for refreshments following monthly meetings and other
similar items, should be submitted in September to the Secretary-
Treasurer of %he Section for budget approval and appropriation.
EXpenses incurred should be submitted in writing to him for
reimbursement.
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MEMBERSHIP COMMITTEE

General y

The Membership Committee is charged with the responsibility
of bringing the advantages of membership to the attention of de-
sirable candidates for admission to the Institute. By "desirable"
is meant persons having the standing and qualifications specified
for the various grades of membership. The committee member is a
representative of the Institute and should be careful to avoid the
appearance of  "high pressure" solicitation of membership, as this
¥°U1dtn%t be in keeping with the dignity and tradition of the

nstitute. ]

Organization

Early Organization of Committee. The Membership Committee
should be organized soon after the beginning of the Section year
in order that active membership work may be started promptly.

Size of Committee. There should be a member on the committee
from each large industry, company or agency having a considerable

number of prospective members. In addition there should be other
members on the committee who specialize on interviews with more
isolated prospects. In general a large rather than a small com-
mittee is preferable.

Auxiliary Subcommittees. Where an industry or agency within
the Section 1s of such size as to warrant the appointment of

several committee members to handle the membership work, it may be
preferable to appoint an auxiliary subcommittee for the purpose,

of which the chairman only is a regular member of the Membership
Committee. This has the advantage of permitting the appointment of
a large auxiliary subcommittee where necessary, without making the
main committee too large.

L4

Branch Members of Committee. It is advisable, when possible,
to appoint to the committee one of the engineering faculty members

of the institution at which a Student Branch is organized. In
some instances the Counselor of the Student Branch has been ap-
pointed.

Rotation of Committee Personnel. It is desirable that there

be some rotation of committee personnel, from year to year, among
members of the Section. The annual rotation should run between 20
and 30 per cent, which would result in a carry-over of from 70 to
80 per cent in experienced members between successive years.
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Membership Co ttee Procedure

Committee Meetings. Although the active work of committee
members is largely performed outside committee meetings, a certain
nunmber of committee meetings should be held during the fall and
winter months. These meetings are mainly to:

(a) Organize the committee and decide upon a program of work.
(b) Stimulate interest in membership work.

(¢) Develop the most effective methods of interesting pro-
- spects.

Initial Meeting of Committee. The initial meeting of the
committee should be held as soon as the appointment of committee
members has beéen completed. This is the meeting at which the com-
mittee should be organized and started on its work with a proper
conception of the importance of the membership procurement activity
to the Institute, a thorough understanding of the rules pertaining
to membership in the Institute, and a knowledge of the best and
most effective methods of interesting prospects in membership. If
practical, regular monthly meetings should be held.

Locating Prospects. Before a prospective member can be
interviewed, he must first, of course, be located. The following
is a discussion of the usual sources of information as to prospects:

(a) List all eligible persons who are not now members, and
record opposite their names a brief statement of results
of interviews with them, for future reference. When the
status of one of these prospects changes, he may again
become a prospect for membership even though a previous
contact was unsuccessful.

(b) A statement by the Chairman at Section meetings asking
members to refer prospects to the Membership Committee may
bring some response. ¥

(c) Non-member visitors at Section meetings. This is an
excellent source of prospects, particularly in the case

of Section meetings of special interest. The common
practice is to have cards which are filled out by members
and visitors at these meetings, showing information as to
name, society affiliation, address, business, and whether
or not interested in membership. These cards are referred
to the Membership Committee for their information and use
as appropriate. The chairman of each meeting can pro-
fitably call attention to the opportunity presented by the
card for prospective members to make their interest known
to the Section.
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(d) Student Members. The Section Membership Comnittee
should use its influence to encourage students who
graduate to submit their applications for admission as .
Associzte Members prior to March first of the fiscal
year in which their student status ceases. (See Section
» 57 of Institute By-Laws). Under this arrangement the
student member is exempt from payment of an entrance fee.
For this purvose the Headquarters' office furnishes the
Section Membership Committee with a list of names of such
Students during the early part of January. These should
be followed up immediately after being received since
little time is then left before March first and these
student members form an excellent source of prospective
menbers.,

The Membership Committee of A.I.E.E. Headquarters has pre-
pared a suggested talk which is to be given to electrical engineer-
ing students in the fall to encourage their enrolling as student
members, The Chairman of the Committee should write to Mr. H. H.
Henline at National Headquarters and obtain sufficient copies of
this talk for the use of his committee members.

Intergieging Prospects. One's ability to obtain members for
A.I.E.E. depends very much on his understanding of the purposes of
the Institute and his own complete belief in the value of the

Institute to himself. Only those so imbued with the spirit of our
organization should be called upon to contact prospective members.

(a) Value of personal interviews. Personal interviews are
the most effective means of convinecing prospects and any

other methods should be considered supplementary. Tele-
phone contacts are next best and letters should be used
only to introduce the subject and arrange for the personal
interview. A personal letter can be of considerable help
in this.

(b) Benefits of membership. The committee should fully
develop, for presentation to prospects, the indirect -
benefits of membership in the Institute arising through
cooperation with other members of the electrical engineer-
ing profession in promoting ethical standards of conduct,
improving the status of its members, encouraging develop-
ment and research, assisting younger members of the pro-
fession, cooperating with other engineering societies in
matters of professional and public interest, etc. These
are frequently the most convincing reasons for joining the
Institute, particularly to older and more advanced members
of the profession.




Contacts with Delinquent Members. The names of members in
arrears are furnished to the Secretary shortly after the close of
each fiscal year with suggestion that it be passed on to the Chair-
man of the lMembership Committee, It is highly desirable that the

Membership Committee contact these members and persuade them to
retain membership. :

Welcoming New Members. It is suggested that the Membership
Committee arrange through the Chairman of the Section for new
members to be appropriately welcomed by letter and personally at
Section meetings and introduced to other A.I.E.E. members.

Committee Records. A card record of prospects referred to
the Section Membership Committee should be maintained by the Chair-
man or Secretary of the Committee, since it provides a convenient
means of keeping track of prospects for current use and for turning
a record of prospects on hand at the end of the year over to the
incoming committee. Under this record plan committee members re-
port action on prospect slips which are turned over to the committee
chairman or secrrtary so that prospect record cards may be marked
accordingly. The Secretary of the Section receives, twice each
month, a list of zpplicants, new members, transfers, and removals.
The Membership Comuittee Chairman should request the Secretary to
furnish this information to him.

Literature, Application Forms and Stationery. Pemphlets
explaining the ainms and purjposes of the Institute, its activities,

and membership advantages, are prepared and issued to membership
comaittees by Institute headquarters. A supply of thls current
literature should be obtained by each committee chairman, and the
necessary amounts distributed to committee members. Each committee
member must be supplied with the latest Year Book, which is
furnished at no charge by writing to Headguarters.

Application forms are also supplied by Institute headguarters.
Additional forms may be obtained at a2ny tiie upon request.

Budget

An estimate of expenses expected to be incurred by this
Commnittee should be submitted in September to the Secretary-
Treasurer of the Section for budget approval and appropriation.
Expenses incurred should be submitted in writing to him for re-
imbursenent.

Menbership Incentive Award

; On April 25, 1952, the Membership Committee adopted a
proposal for a MEMBERSHIP INCENTIVE AWARD. This proposal was
submitted to the Executive Committee of the Section on May 9, 1952

Ld




and was adopted in principle by the Fxecutive Committee. The
Membership Committee is authorized, if it.so desires, to set

upr a contest following the procedure outlined below, A suitable
plaque or award will be authorized by the Executive Conmittee

at the cppropriate tine,

Eligibility for the Contest

Any member of the Washington Section who is responsible
for the completion of three membership blanks or six student
membhership blenks, and forwerds the completed blanks tec the
Chzirman of the Membership Comriittee, chall be eligible for the
contest. Section Officers and Committee Chairmen and Vice-
Chzirmen are not eligible for the contest.

Criteria for Judging the Contest

(Points to be awarded for the various activities are
given in parentheses following the activities in question.)

L. Number of membership blenks completed and forwarded
through the Membership Committee (10 points for each
membership blenk; 3 points for each student membership -
student membership to Le reported merely by listing of
names -- plus a bonus of points to egual in number the
percentage of senior students retaining memberships on
gradustion in excess of 60 percent of those who were
student members during their senior yeer).

B. Interest in Committee and Section activities:

(1) Attendance at Committee meetings (12 points
for perfect attendance; points pro-rated for
partizl attendance).

(2) Attendance at section or technical program
meetings (1 point per meeting), with a bonus

(2 points per meeting) for each potentisl member .
escorted (name-on-card) to meetings.

(2) Membership csmpelgn publicity, e.g. papers or
tzlks on desirebility of membership (points at
the discretion of the judges).

(L) Fxemplery behavior as an AIFE member in civic
effairs (points at the discretion of the judges.)

(5) Other activities promoting membership (points
at the discretion of the judges).
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Judge or the Contest

The committee of judges shall comprise the Chairman of
the Membership Committee, the Section Chairman, and one member
of the Advisory Committee, each of these officials to hold
office for the period covered by the contest.

The Chairman of the Membership Committee shall prepare
the list of eligible persons and shall collect the dzta for
Judging those on the list. ;

The total number of points awarded on discretion of
the judges to any contestant shall not exceed 30 percent of
the neximum point score accrued by any contestant (exclusive
of discretionary points).

Tentativeness of These Proposals : .

It is considered thet any set of proposals adovted as a
basls for initlating procedures will be subject to modification
in the light of experience in their operation.
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COMMITTEE ON TRANSFERS

General

The purpose of this Committee is to periodically review all
the membership of the Washington Section as to grade and to take
necessary steps to obtain for each member the grade in the Institute
his experience and attainments in the profession entitle him to.

SS cati of Section Membershi

The first step in organizing the Committee's work for the
new year is to analyze the work of the Committee on Transfers for
the past two years to determine what work remains to.be done.
Tabulation of the names of the members according to grade and year
should be made and the action of the past two years of the Committee
indicated against each member. From this tabulation the names of
those not acted on by the past two Committees is determined, This
list of names, supplemented by such names as subsequently are found
necessary because of moves of members into the Section, will be
considered as a basis for the Committee's work in the new year.

By this means reviews and action on the complete membership of the
Washington Section is obtained.

To aid in this classification the 1950-51 Committee pre-
pared two complete card files on our Section membership. One of
these is alphabetically arranged by name, and gives grade and year
information, experience, and any committee action so far taken.
The other is alphabetical by business affiliation and is of great
value in determining the associates of persons under consideration
for transfer, and thus obtaining the necessary estimates of per-
formance, responsibilities, etc.

There is currently no system established for keeping these
files up-to-date. It is strongly recommended that the incoming
Committee on Transfers develop, with the Assistant Secretary- °
Treasurer, a system for keeping these files up-to-date, and that
subsequen% committees maintain it. The files can form a sound
basis for consistent and connected action of this Committee.

Selection of Commi tteemen

After the membership list has been classified the Committece-
men should be chosen to represent the greatest possible cross-
Section of the Washington Section membership. By choosing
Committeemen who are in a position to know the work of a large
group of the Section membership, the Committee can secure from
within its own ranks, a good picture of the importance of the work
many of the Sectlon members are doing and the degree of responsi-
bility these men carry in their work. It is desirable that part
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of the Committeemen be carried over from one year to the next in
order to give continuity to the established procedures of the
Committee. It is recommended that szbout fifty per cent of one
year's Committee be carried over to the next year's Committee.

Committee Work lLoad

It is recommended that the Committee be large enough so
that the work load will not become excessive. It is suggested
that each Committeeman be assigned not over fourteen members to
processs Sufficient meetings should be held to cover the work
required. The first meeting should be one of organization and
the last meeting devoted to closing out any unfinished business.

Committeemen's Methods of Investigation

In investigation of the qualifications of the members of
the Washington Section, the Committeemen will probably use various
methods of securing data. In all cases, of course, the personnel
records are available to the Committeemen., The work associates
of the member under consideration are a valuable source of in-
formation as to the type of work being done as well as the degree
of responsibility which the member has attained. There are other
members from whom the required information may be obtained by
writing them and urging them to submit for consideration an out-
line of the educational and engineering experience of the member
under consideration.

Committee Consideration and Action

It is recommended that the Committeemen investigate the
experience record of the members assigned to them and bring the re-
ports of such investigations to the scheduled Committee meetings.
The individual reports should, of course, be presented in the
strictest confidence, and the Committee participate in a round
table discussion of each case. The Committeeman presenting the
case should answer all possible questions about the member under
consideration, and when the Committee has fully discussed the case
a vote should be taken indicating whether the Committee feels that
the member is eligible for transfer to membership of higher grade.
If the Committee action is affirmative a letter is sent to the
member inviting him to submit an application for transfer and
offering the assistance of the Committee in preparation and sub-
mission of the application. He should be informed as to the
advantages of applying for a transfer, particularly from the
Associate to the Member grade, since a change of dues is here in-
volved. If the Committee action is negative the case i1s closed
for the year. Where negative action is the result of insufficient
experience a note is made on the chart under the year in which his
case should again be taken up. When there is reasonable doubt as
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to whether the data presented shows whether or not the member
under consideration is eligible for transfer, the Committeeman
mekes further investigation of the case and brings supplemental
information to the following meeting for the consideration of
the Committee.

Committeeman Follow-Up

When Committee takes affirmative actlon in a case and a
member of the Washington Section is invited to submit an ap-
plication for transfer, the Committeeman who has been assigned to
present the case should act somewhat as a sponsor. He should re-
present the Committee, follow-up the case to encourage the member
to submit an application, assist the member in preparing the
transfer form, and through the Committee Chairman forward the ap-
plication to the New York Office of the Institute with a note as
to the favorable action of the local Committee. g i

Scope of Committee Authority

Contacts with the candidates by the Committeemen should
stress the point that approval or disapproval of his eapplication
is in the hands of the Institute Board of Examiners and that the
local Committee on Transfers is only attempting to encourage those
vwho appear to have qualifications entitling them to higher grade
to make application for transfer.

It is recommended that the Committee on Transfers offer
to support any member they deem eligible in his application to
Headquarters for transfer, but that the Committee's responsibilities
end with this offer. If the member prefers not to accept the im-
plied recognition in such an offer, he is of course free to refuse.

Budget

An estimate of expenses expected to be incurred by this
Committee should be submitted in September to the Secretary-
Treasurer of the Section for budget approval and appropriation.
Expenses incurred should be sutmitted in writing to him for
reimbursement.
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STUDENT ACTIVITIES COMMITTEE

Gene;g;

The purpose of this committee is to promote znd stimulate
A.T.E.F. Student Branch activities in schools and universities
located within the territory of the Washington Section and to
emphasize cooperation between the Student Branches and the
Washington Section.

Suggestions of means for carrying out these purposes are
as follows:

1. Supplement the meiling of meeting notices to
all Student Branch members by arranging for post-
ing of posters or coples of meeting notices on
school or university bulletin boards.

" 2. Seeing that students who do attend the Section
neetings are made welcome at all meetings.

3. Appoint a Student Activities Committee member
for each school or university. The Committee member
shonld, if possible, be the counselor of tne Student
Branch, and if he can do so, he should attend each
meeting of the Student Branch.

4e Arrange to have Section officers attend one
meeting of each Student Branch per year.

5, Promote an annual Section - Student Branch
meeting which shall be a regular Washingtom
Section meeting. The meeting should, if

possible, include a dinner at which each Student
Branch member is sponsored by a Washington ,
Section member.

6. Encourage student members to become Associate
Members upon graduation and to become active in
Section affairs.

7. Encourage student participation in the District
A.I.E,E, prize paper competition and further en-
courage student participation through Section
prizes.

8. Make available a list of speakers in the
Washington Section to all Student Branches 1in the
area., Tais list is the most useful aid that the
branches can derive from the Section, and the list
should be revised and distributed annually. This
1ist also should inciude any nearby activi ty which
would be available for an inspection trip.
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9. Arrange to publicize Student Branch meetings
programs arong the Section membership.

10. Make available to each of the Student Branches,
an award consisting of nembership in the A.I.E.E,
at the grade of Associzte to be given to the
student doing the most to promote Student Branch
activities,

Organization

The Student Activities Committee should consist of &
Cheirman, a Vice Chairman, and at least one committee member
for each school or university in the Washington area. It is
the function of the Chairman and Vice Chairmen to supervise the
functions of the committee as a whole, and the function of the
comnittee member is to work with his particular Student Branch,
to promote the interest of that Branch in A.I.E.E. matters, and
to assist in every way possible in the preparaztion of the student
menbers for participation in Section affairs after graduation.

Budget

An estimate of expenses to be incurred by this committee
should be submitted in Sertember to the Secretary-Treasurer of
the Section for budget approval and appropriation. FExpenses
incurred should be subtmitted in writing to him for reimbursenent.
Funds should be sufficient to cover underwriting of "Student
Night" banguet; Section award for prize paper competition; "most
outstanding student" awards.
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AUDITING COMMITTEE

_ This committee consists of three members, and freguently
includes the incoming Secretary-Treasurer. It has the following
responsibilities:

1. To check all disbursements.,
2., To check all receipts (including local members dues).

3« To examine all assets, such as securities, bank
balances, etc.

4« To check expenditures in relzstion to the approved
budgeto

The audit is customarily made about May 31st, and can
convenlently be the occasion of the transfer of the Section's
assets to the incoming Secretary-Treasurer.

The report of the Auditing Committee, including a state-
ment of the financial condition of the Section, must be reviewed
by the Executive Committee for approval, after which it is
presented to the Section for approval at the first meeting of the
new fiscal year.,




NOMINATING COMMITTEE

In accordance with the By-Laws, a Nominating Committee
shall be appointed by the Chairman of the Section each year.
This should be done prior to January lst of each year,

This Committee shall prepare a list of nominees for the
offices to be filled at the next election and shall notify the
- Secretary of the Section of its selection not lster than
January 31lst of each year.

The offices to be filled and for which nominations are
to be made are:

Chairman i
Vice-Chairman 1
Secretary-Treasurer 1
Executive Committee 2
Alternate to Summer
General Meeting 1

It is customary for the Chairman of the Nominating Com-
mittee to ascertain whether the persons nominated will agree to
serve if elected, before sutmitting the committee's 1ist.

It is desirable that the members of the Nominating Com-
mittee should consist of past chairmen of the Section or members
of the Section who will not be considered for any of the elective
offices by the Nominating Committee. The Nominating Committee
should be guided but not necessarily controlled by a compilation
of "points" under the informal "point system" adopted by the
Section and compiled by the Activities Personnel Committee.
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COMMITTEE ON TELLERS

: This committee is appointed by the Section Chairmsn, with
approval of the Executive Committee, to receive and count ballots
of Section electlons whenever, under the By-Laws, written ballots
are required.

The committee is to consist of three members and under
the terms of the By-Laws thelr procedure shall be as follows:

1. The Committee of Tellers shall receive, unopened,
all ballots from the Secretary. It shall forthwith
proceed to check the names of members appearing on
the ballot envelopes for eligibility to vote. Any
envelopes bearing names of members ineligible to
vote shall be destroyed, unopened, together with
their contents.

2. The plain envelopes containing legal ballots
shall be removed from the outer mailing envelopes
and the outer mailing envelopes destroyed.

3. After the mailing envelopes have been destroyed,
the ballots shall be removed from the plain envelopes,
the voting tabulated and the results of the election
shall be forwarded to the Chairman of the Section,

in writing, signed by the Committee on Tellers.

4. Ballots shall be preserved in a place of safe-
keeping until after installation of elected officers,
vhereupon they shall be destroyed.
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MMT WARDS

General

The purpose of this committee is to encourage members of
the Washington Section to write and present more and better
technical papers in the field of Flectrical Engineering. To ac-
complish this, the committee estazblishes rules for a prize paper
contest, has included a fund in the current budget for prizes,
and promotes the contest. A copy of the rules used in this con-
test 1s attached.

In addition to the above, the committee selecis a
candidate to be recommended by the Section for the Engineering
Award of the Washington Academy of Sciences., This sgelection 1s
usuelly made in the early part of December but the time may vary
somewhat each year.

Budget

An estimate of expenses expected to be incurred by this
committee should be submitted in September to the Secretary-
Treasurer of the Section for budget approval and appropriation.
Expenses incurred shculd be submitted in writing to him for re-
imbursenent.

Institute headcuarters will donate $100 each year for

prizes in Section prize paper contest, payable directly to winners
as determined by the Section, Headguarters also sends certificates

to winners with prize money.
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AMERICAN INSTITUTE OF FLECTRICAL ENGINEERS
WASHINGTON SECTION

PRIZE PAPFR COMPETITION RULES

I Awards

1. Each prize consists of a sum of money and a Certificate of
Award. There will be three prizes in the following amounts:

$50 First Prize
$30 Second Prize
$20 Third Prize

2. Co-authors will split prize money; each will receive a
Certificate.

I1I Persons Fligible

l. To compete for these awards requires only that the author
(or one of the co-authors) be an eligible member of the
Institute, a Fellow, Member, Associate Member or Affiliate.

2., Prizes will be limited to authors who are members of the
Section.

ITII Submitting Papers

1. All papers are to be submitted to thée Chairman of the
Awards Committee prior to oral presentation but in any event
not later then April 15.

2. The Awards Committee reserves the right to judge whether or
not a paper is suitable for the prize contest. Those which
are selected will be presented orally at Section meetings. -
The Awards Comnittee will judge the papers.

3. The paper must be orizinal and must not have been previously
published or presented at any AIFE meeting prior to August l.

L« Three copies complete with illustrations are required. The
papers_are to be presented on letter size paper, double
spaced, and using only one side. All copies will be returned
to the author at the end of the contest.
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IV Basis of Grading

1. The valuation which govern the grading of papers for the
purpose of awarding best paper prizes are:

a. Analysis of subject 15 percent
b. Logical presentation 15 percent
c. Originality 15 percent
d. Unity 15 percent
e. Value in electrical engineering field 20 percent
f. Oral presentation 20 percent

V District and Institute Awards

1. All papers presented at a Section meeting will be con~
sidered for Institute and District awards if submitted by
the author in triplicate to the Institute or District
Secretary before September 15, and accompanied by a written
statement as to when and where the papers were presented.

2. Prizes for Institute Awards

Class First Prize Second Prize

a. Power $100 and Certificszte Certificate

b. Industry #100 and Certificate Certificate

¢. Communication 100 and Certificate Certificate

d. Gnl Application 100 and Certificate Certificate
d. Science and

Electronics #$100 and Certificsate Certificate

3, Prizes for District Award

Cless First Prize Second Prize
a. Best paper, $75 and Certificate §50 and Certificate
any class

Ao The basis for grading is the same as for Section competition
except that the "value in electrical engineering field" is 40
percent and "oral presentation" is omitted.




HISTORY AND RECORDS COMMITTEE

General

The purpose of this Committee is to currently maintain
(1) a history of the Section and (2) a system of files and re-
cords pertaining to the Section and its operation.

:Organization

The.Committee should consist of a Chairman, Vice Chair-
man, and such additional members as the Chairman may appoint.

Budget

An estimate of expenses expected to be incurred by this
Committee should be submitted in September to the Secretary-
Treasurer of the Section for budget approval. Expenses incurred
should be submitted in writing to him for reimbursement.




D.C. COUNCIL OF ENGINEERING AND ARCHITECTURAL SOCIETIES
ELEGATES

Gegergg‘

The Chairman of the Section anaunlly appoints two delegates
and. two alternates to the D. C. Council subject to approval of the
Executive Committee. The Council year starts and ends in May, so
appointments should be made by the new Section Chairman early in
his administration.

A policy was established in 1951-52 to use past Chairmen
as delegates insofar as possible.

Duties of Delegates

Delegates should represent the Section at all Council
Meetings and if unable to attend should call upon an alternate to
represent them. Delegates should attend the first Executive Com-
mittee Meeting following a Council Meeting and report to the
Executive Committee on Council activities.

"Information concerning the District of Columbia Council
of Engineering and Architectural Socleties

The Council was formed on April 17, 1936 by fourteen leading
technical organizations of D. C. for the purpose of enabling "the
architectural, engineering and allied technical organizations in
the District of Columbia to render a more effective public service
and to contribute to the advancement of these professions.”

Each organization elects two delegates and two alternates
to represent it on Council.

FUNCTION. It is the duty of Council to consider and re-
port in writing to the local executive body of each member society
upon

Eag any question referred to it by a member organization,
b) any question that a majority of the members of
Council shall vote to consider.

After making a report, the Council shall take further appropriate
action upon request of a majority of member societies but in so
doing shall represent only tnose member organizations joining in
the request.
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All reports issued by the Council shall include,

A. The position taken by each member organization on
the subject under discuvssion.

B. A statement of the mmber of members in each of
its member organizations.

C. Recommendations based on the will of the mejority
of the member organizations.

D. Minority reports signed by the delegates of the
‘member organizations recuesting such reports.

MEETINGS. Regular meetings are held on the lst Friday
of January, Varch, May, September and November., Additional
meetings may be called by the cheirman or by 2 petition signed
by one delegate of each of five member organizations.

FWW:rd




REVISION PROCE%URE égD SCHEDULE FOR_OPERATIONS MANUAL,
ASHINGTON SECTION, ATIEE

April Meeting of
the Executive
Committee

May Meeting

By July 1

By Sept. 1

Chairman of the Section requests holders of
manual (of which he should have a list) o
revise and bring up-to-date their specific
parts of manual by penciled notes or
additional sheets, and invites them to make
suggested changes in other parts of manual
if they wish.

All manuals with proposed changes brought
to Executive Committee Meeting and turned
over to Advisory Board. All proposed
changes and corrections edited and con-
solldated into a single master marked copy
by Advisory Board. Master marked copy
turned over to Executive Committee at final
meeting for review, and then passed to new
Advisory Board.

Revised mamual is prepared and reproduced
in adequate quantity and turned over to
incoming Chairman of the Section for distri
bution., Chairmen must keep record of
recipients.

List of Officers, Fxecutive Committee
Members, and Committee Chairmen for the
current year, with addresses and telephone
numbers, reproduced and sent to each holder
of manual,
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33 WEST THIRTY-NINTH STREET

NEW YORK 18, N. Y.
. TELEPHONE PENNSYLVANIA 6-9220

CABLE, CYANDRIC

CONDUCT OF AIEE SECTION ACTIVITIIS

Tor the information and cuidance of Section officers

ORZAITIZATION Reference to the organization and work of the Sections of
the Institute will be found in the Constitution and Bylaws.
Copies of the Year Book are mailed to Section officers
Pﬂxmtly after the puhlication.

There are no rles or resulations resarding the organization
i conduct of the Sections other than those embodied in the Constitution and Bylaws;
in 21l other respects the Sections enjoy local autonomye

ZNERAL, DUTIES The Section Secretary keeps all records for the Section, and
oF there are certain other duties usually handled by hin, among
SI0TION SECRETARY which are the following:

(a) Votices of future meetines,

(b) Report on each meeting within ten days afterward,
(c¢) Maintenances of mailinz lists,

(&) Eenort of expenditures twice yearly.

N0TICZES OF The Seeretary sonds advance notices of meetings to members and
FUTURE Student members in the Section territory, and, when desirable,
MEZTINGS to other lecal organizations, newspapers, etc.

It is important also that Institute headquarters he kept upcn
the Section mailing list for the receipt of notices or other literature that the
Section mey send out. This will enable us to keep informed regarding its work.

REPORTS It is essential that certain details of the proceecdings of
OF Section meetings be transmitted to Institute headquarters for
IEETINGS the official records of the Institute, and for use in the

preparation of the annual report on Section and Branch Activities.
These details should bhe forwarded hy the Secretary in his
ifficial report, wnon the regular form provided for that purpose, not later than
fen deys after each meetinz., Each report should include a statement of any execu-
Hve husiness transacted, the total attendance at the meetingz, the title of the
deper or telk, the name of the author or speaker, his company or business comnection,
4 any other matters of interest. These details form important parts of the record
8pt ot Institute headquarters, but may he reported hriefly.
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Such a report should be transmitted for each Subsection or techni-
sl group meeting, so the annual report prepared at headquarters will accvrately
reflect all such activities.

Obviously, each meeting should be counted only once. When two or
gore technical sgroups meet jointly, or a Subsection meets with a technical group, the
report should indicate clearly what organization should receive credit for the meet-

. Meetings of executive committees or of local engineering councils are not
considered as Section meetings.

EFIITTIONS A Section Mectine is a meeting for the entire Section memhership,
OF TYPES OF presided over by the Scction Chairman, or & substitute, These
MEETINGS meetings may be either general or technical in character; they
may also include inspection trins and social functions; they may
be sponsored by & Subsection or Technical Groun of the Sections
they may be held jointly with another Section of the Institute, with a Student Branch,
or with other societies in the area; and they are usually arranged to appeal to a
larce cross-section of the membership of the Section,

A Subsection Meetinz is one held by a reszularly organized Suh-
section composed of a eroup of AIEE members in a center of nopulation within the
foction territory, but distant from the regular meeting place of the Section. These
ucetings usually closely parallel the type of the regular meetings held by the
Scction, and mey cover a wide range of subjects, depending upon the particular
interests of the members in the area,

A Toechnical Growp Meetinz is one held by a separately organized
group of the Section or Subsection, mutually interested in a specialized field of
activity in electrical engineering, These meetings are open to any member of the
Section vho is intercsted in the particular subject., An open discussion of the
suhject is usually a feature of this type of meeting.

EDUCATIONAT, An Bducational Coursc is a series of meetings which may be
COURSES conducted under the auspices of the Bection, or any group within

the Section, at which a planned course of study, or a planncd

series of lectures in some particular subject is followed., These
educational meetincs may he free, or there may be a charge for the course, Usually,
there 1s a definitely enrolled group of participants, and members taking the course
should attend all meetings. These meetings are not included in computing Section
appropriations under Sec. 49 of the Bylaws.

MAINTETANCE OF To enahble the Section Secretaries to keep an up-to-date mailing
SECTION list of Institute memhers and Student members in their respective
MEMBERSFIP LIST territories, the followinz card system is in use:

Official Memhership List as of Ausust 1
Form No, 148 (Manile Card)

| Durinz the last weck of Ausust, a set of cards bearing the names
and addresses of a2ll active Institutc members in the tecrritory of each Section was

-2 -
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ent to the Secretary in office at that time, These cards are furnished for a two-
fold purpose: (1) to show the per member allowance to which the Section is entitled
for the appronriation year beginning October 1 (a subject which will be referred to
atgr): and (2) to provide an opportunity to detect any disecrepancies which may

pxist in the membership records of the previous year.

Since the adoption of the amendment to the Constitution fixing
the dues of the Associate Member grade at $15,00 per year upon the completicn of the
sirst six years of such membership, the officers of some Sections have exprcsscd a
jesire to be informed of the names of such Associate Memhers within their territories.
e index cards prepared as of August 1st have therefore heen printed to indicate
gt only the Associate Member, who came within this classification, but also the
ffiliation of all other memhers of the Section, for the assistance of those Sections
peving comaittees to stimulate applications for advancement to the hicher sradcs on
the part of qualified Associate Members, particularly those who are affected by the
six-year ruling referred to above,

It is the practice at headquarters, after providing the Section
Secretary with the official membership list of August lst, to notify him at intervals
of about two weeks thereafter of any changes due to new members, resiznations, deaths,
and change of address. To have the Section records in agreement with the records
2t Institute headguarters at all times, it is therefore desirable that notices of
all changes be given prompt attention, The forms used are described briefly below:

Addition to Mailines Tist
Form No. 116 (Salmon Card)

These cards are used to inform the Secretary of the Scction of

(a) the names and addresses of any new members within their
territory who have recently qualified their election to
membershin by payment of the incidental fees, as well as
the names of those who have been re-elected or reinstated,

(b) the names of any members who have changed their meiling
addresses within the territory of the Section, or who
have moved into the Section from other territories, the
card indicating the complete new mailing address.

Removal from Mailing Iist
Form No. 117 (Blue Card)

Removals are reported in the same manner as additions to the
Tailing list. At intervals of two wecks, the names of all members who, for any cause,
have terminated their membership in a Section are printed upon these cards, which
&re forwarded to the Secrotary of the Section; these names should then be removed
from the list.
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Delinaquent Members

The Secretary is notified early in Ausust, on the "removal! card,
¢ the names of any members who are one year in arrears in the payment of dues.
h is desirable that these records shall he maintained in accordance with the
;rormation received from Institute headquarters from time to time, inasmuch ag
me chairman of the Section Memhership Committee does not usually receive detailed
iformation rezarding the names of the members concerned and is requested, tlierefore,
iy consult the files of the secretary for such information,

Applicants for Membership
Form No. 197 (White card)

As a result of sugsestions received in the past from the Chair-
2n of the Scetion Membership Committecs, the Sccretary of each Scction is notified
on this card of the name and mailinz address of any person in the territory of the
§ection who has applied for membership in the national orzanization. An opportu—~
ity 1s thus afforded to add the names of the applicants to the mailing list for
wtices of meetings and other activitics of the Section which ocenr while the appli-
gations are pending, When an soplicant has been elected and has qualified his
election through payment of membershivn fees, & notice to this effect is issued on
fgidition" form No, 116, referred to above. If an applicant does not qualify his

glection in dve course, the Secretary is so informed in a communication from head-
guarters.

Transfers to Hizher Grades

The routine notices of chances in Scetion membership records
¥ll include & card giving the name and address of any member transferred to a
figher srade of membership at the last meeting of the Board of Directors or Bxccu-
ilve Conittec,

RIZPORT OF Reports of expenditures are made by the Section Secretary, or
IXPE.DITURES the Treasurer, twice each year, as stipulated in the last para-
graph of Section 49 of the Institute Bylaws, as follows: ’

"The Treasurer and Secretary of the Institute shall forward
in October of each yoar to the Secretarv of each Section
one-=half of the sum to which the Section is entitled under
this Bylaw, less any unexvended balance in the funds DPIro=
vided by the Institute during the precedinz year and which
shall bYe considered as part of the payment for the current
years An accounting shall be made to the Finance Comnmittee
of the Institute, through the Secretary, when those funds
have been expended, whereupon the balance of the annropria—
tion for the year shall be sent to the Secretary of the

Section, for which an accounting will be made at the end of
the year,"
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To assure the Section of available funds at all times, the re-
ort covering the expenditure of the first half of the appronriation should be sent
4o the Institute headquarters at least two weeks prior to the date payment of the
gecond half is expected.

FINANCITG OF Under the formula in Sec. 49 of the Bylaws, the annual appro-
INSTITUTE priation of each Section is determined as follows:
SECTIONS
1. A flat appronriation of $200,00

2. An allowance of $1.20 for each active menmber in the
territory of the Section as of Aurust 1.

3s 4An additional allotment based upon the number of
regularly scheduled Section, Subsection, and Techni-
cal Group meetings, held duringz the nrecedingz fiscal
vear ending April 30 (See October 1951 issue TLECTRICATL
INGINEERING) on the following bhasis:

() 12 %o 17 meetinZe secescesssosencsd 50,00
(b) 18 to 23 meetings seeessecsessesss 100,00
(C) 24 50 29 meeblngg e ssannsseasenen  LO0xGE
() 30 or more meetings seeessesscssss 200,00 *

4, A yearly allotment of $100.00 to a Section for the
operation of each Suhsection helding resularly
scheduled meetings.

* Please note that the numher of meetings under Item 3 is not to include
Bducational Course meetinzs defined on page 2.

This arrangement is expected to provide substantially for an
epropriation which will meet the reasonable expenses of the engineering meetings
of each Sections Originally, the term "reasonable expenses" was confined to such
itens as printing, postage, hall rent, stenosraphic work in connection with the
leeting, clerical worlt incidental to the mailing of circulars and notices of meet~
lngs, and the travelins expense of occasional visiting spealters. On the recommenda-
tion of delezates to an annual convention hsld several vears ago, the Board of
Yirectors voted at that time "That the Scctions be left free to expend their appro-
Priation as they deemed besgt, but tc report the exmenditures to the Secretary of
the Institute for the information of the Finance Committee.! This recomnendation
‘as adopted for the purpose of enlarzging the scope of "reasonable expenses!" as de-
fined ahove to permit the officers of the Sections to apnrove expenditures for
0ciz]l activities at the Section meetings, which are considered necessary and
lesirable in order to insure the success of the meetinzg progcram. Except for this
’rovigion, the expenditure of Section funds remains as outlined above and may not
% drayn uwpon for traveling or other exvenses unless incidental to a visit of a
feaker at a meeting.
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It should be horne in mind that the funds of the Institute are
@finitcly apnropriated in Octoher to cover the nmumerous activities of the Insti-
sute until the end of the following Sentember, and a specific sunm is allocated to
e Scctions Committee for the purnose of defrayinz the meetinzs expenses of
getionse It is, therefore, essential that the oxpenditures of any Section he so
rezulated as to leep within the aporooriation aveilable.

TRAJSFER TO The officers of each Section should consider the matter of
HICHZR GRADES  encourazinz members of the Institute who are fully qualified
for the grades of Associate Member and Member to gnbnit their
applications for transfer, and should set up in their Scection
goans for such encouragement. The means should be appronriate to the situation in
tne Sections A Section committee on transfers consistinz ¢f three or five older
aen (Fellows and Members), who know the Section membership well, is prohahly the
vest. Such a comiittee continuing on from year to year will come to know the situ-
gtion and can act with discretion. The Section membership committee can no doubt
3¢ of considerahle help in this work.

The reculations covering transfers will be fornd in the Consti-~
tution and Bylaws. The AIEE Committee on Transfer has distributed to the Sections
eormprehensive suzcestions resardinz transfers, accormanied by a statement on
irensfer Proccdure’ prepared by the Board of Examiners., It is extrenely important
that committeemen havine contact with transfer activities have a thorouzh under-

standins of the present requirements and limitations.

Any guestions rezarding transfers which any zroup has should be
referred to J. J. Anderscn, Secretary, Board of Exaniners, AIEE, 33 West 39th St 4
New York 18, N. Y.

STUDENT Student membership is a privileze accorded to electrical engineer-
ME{3ERS ing students, includins a subscrintion to ELZCTRICAL EIGITEER-

116 at a reduced rate, during the period of their colleze enroll-

ment and continuing until the end of the fiscal year in which
they leave school. There is nc provision in the.Constitution or Bylaws of the
Institute medrine it mendatory uoon the Scctions to admit Student members to Sectlon
menherships & nejority of the Sections do admit them on the same basls as Institute
nemhers, however, and it is our practice to furnish a set of cards bearing the
nemes and addresscs of Student members within the territory of each Section, whose
fees are fully pald as of August 1 of each year. The names accommany the official
membership list, and are printed upon White index card stock to differentiate them
from the official membership cards printed on buff stock,

Tollowing our nractice in handling the official membership list,
the Secretary of the Section is notified at regular intervals durine the year of
Bny chanses in the mailing adiresses of Student members within his territory.

It will be of advantage to the Institute and to the Sections,
&8 well as to the Students themselves, to encouraze their interest in Section work,
8nd it is hoped that all Scctions will send notices of meetings to all Student
fembers in their territory.
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gonduct of Section Activities

FORMS AND The forms and other materials supplied from Institute head-
OTHER quarters for the use of Sections are as follows:
LITERATURE
(1los ) Forms
( ) Form 41 - Meetinz Report
( " 203 - Renort of Bxpenditures
( " 92 - Return enveloves sddressed to AIZE headouarters
( " 171-A - Application for admission to membership
( "Membership Information" booklet

)
)
)
)
( )  TForm 125-A - Application for transfer to Member grade
) o 216-A - Proposal for transfer to Fellow grade
) - 218-A - Application for transfer to Asscciate Member grade
) Electrotype of AIEZ emblem for use in printing stationery

() Other material —-- booklets, etc.

Copies of a requisition form will be supplied to Section
Secretaries for use in orderinz these materials.

Stationery for Section Correspondence

It is recommended that Sections desirinz printed letterheads
2nd envelopes have the printinzg done locally. An allowance of $15.00 for such
printing will be made with the initial aporonriation vaynent to each Section using
the normal sunvly of 250 letterheads and envelones and $20.00 to each Section order-
Inz 500 or more, An electrotype of the AIED emhlem will »e sunnlied upon request.

DXPANSION OF At its meeting held on May 25, 1936, the Board of Directors

S30TION ACTIVITIES of the Institute adopted a resolution directing that the

Sections be encouraged by all officers of the Institute and

by the technical committees to take & greater part in the
technical activities of the Institute throuzh such proper channels as thev nmay
$elect, exarmles heing the formation of Section technical committees, the holding
Of spocialized tochnical zroup meetings, the spmonsoring of specific technical
fourses, and similar arrangements which have heen used successfully or may he
"oriced out in the future,

During recent years, many Sections have expanded their activi-
tes to include technical sroups, Subsections, educational courses, and special
etinys of various tyves.




gonduct of Section Activities

Subsections

Recently, there has been a greatly increased interest in Sub-
gctions, and the present number is about 50, Efforts will be made at Institute -
peadquarters to send to the Chairmen and Secretaries of the Suhbsections coples of

.11 Section material of interest to them, A folder entitled "Subsections" will be
sont to Section officers upon request.

Technical Grouns

Many Sections have established Technical Grouns, which have
peld large numbers of meetings, and are performins the important function of pro-
riding for more specialized types of activities. More than 100 such groups are in
gperations A folcder entitled "Technical Groups" will he sent to Section officers
mon request.

It is recommended that Section officers study carefully the
annual report on Section and Branch activities which appears in ELECTRICAL ENGINEER-
ING in the fall of each year.

The editor of ZLECTRICAL ENGINZERING will be glad to receive
special news accounts regarding new Subsections, Technical Groups, or other expan-
sions in Section activities.

GENERAL The names of the Chairmen and Secretaries of Sections and the
addresses of the Secretaries may he found in the September
igsue of ELECTRICAL ENGINESRING,

Section officers are invited tc corresnmond with Institute
headquarters rezarding any phages of their activities,

H. H. UENLINE

Secretary

June 1952
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1. Introduction

Section activities have increased greatly during the past few
years. In the 1941-42 fiscal year the average number of meetings
per Section was 9, while in 1946-47 this average number of meetings
had increased to 18 per Section. This is one indication of the in-
crease in the level of Section activities which has been greatly
responsible for the growth of ATEE during recent years.

This booklet has been prepared by the Sections Committee to
be helpful to new Section officers in becoming acquainted with the
many activities in which a Section may engage in order to be of
greater service to its members. In expanding the work of a Section,
it is suggested that new activities be selected from among those
generally found suecessful in other Sections of somewhat com-
parable size. If in doubt about engaging in any new activity, a
questionnaire survey of the Section membership usually affords
an engineering approach to the correct answer by obtaining first
hand information from the members.

The activities deseribed in this booklet are those which have
been found to be the most beneficial to many Sections. The en-
couragement of these activities is a continuing program of the
Sections Committee. The Sections have a very flexible organization
which is capable of meeting the ever-changing conditions and
diversified interest of the electrical industry in their areas. In order
to make the greatest use of the flexibility of the Section organiza-
tion, a careful study of the ideas contained in this booklet by all
incoming Section officers is suggested. Such a study, coordinated
with a study of the yearly consoliated Report of Section Chair-
men, will prove to be a valuable supplement to the delegates’
meetings held annually during the Summer General Meeting. It is
intended that this booklet be used as a guide and that the inform-
ation will be a source of new ideas and an inspiration to all Section
officers towards increasing the level of activities of every Section.

2. OBJECTIVES AND SCOPE OF THE INSTITUTE

The American Institute of Electrical Engineers was founded in
1884 as an organization of individual engineers. The objectives of
the Institute are the advancement of the theory and practice of
electrical engineering and of the allied arts and sciences and the
maintenance of a high professional standing among its members.

These objectives are accomplished by means of meetings for
social intercourse and the reading and discussion of professional
papers, and the circulation by means of publications among its
members of the information thus obtained. The Institute has con-
tributed largely towards the remarkable progress that has taken
place in the electrical field and has been an important factor in
advancing the interest of its individual members and of the entire
engineering profession.



3. SECTION—INSTITUTE RELATIONSHIPS

The Section is the level at which the great majority of Institute
members have their direct contact with the Institute. Therefore,
it is essential that the Sections maintain an energetic and alert
organization which will develop and conduct activities to meet all
the needs of the electrical engineering profession. The Institute’s
Constitution and By-laws give the Sections a wide latitude in their
local operations so that it is possible for the Sections to increase -
their activities to meet satisfactorily the needs of the electrical
engineering profession in their areas. Only by taking full advantage
of this ean a Secetion maintain the interest of its older members and
also attract and satisfy new members.

In addition to the Institute members, the Section By-laws may
admit other persons interested in engineering who may have all
Section privileges, except those of voting and holding elective
office. r
Each Section has the privilege of being represented at the annual
Summer General Meeting of the Institute by an official delegate
who shall be the Chairman of that Section, or in his absence or
inability to attend, an alternate delegate selected by the Section. =
The official delegate attending an annual meeting receives the
usual travel allowance provided by the Institute. Each Section
receives a letter from the Institute Secretary outlining the duties of
the Section delegate and requesting that the name of the Section:
delegate selected be forwarded to Institute headquarters. :

The Chairman of each Section is ex-officio a member of the =
Sections Committee of the Institute. Also, he has the privilege of
appearing before the Board of Directors at any meeting, on g1ving:
due notice of his intention to do so, for the purpose of confelzel_lce-
with the Board of Directors, in regard to any matters pertaining
to the affairs of the Institute in his Section. i

Each vear the Institute Secretary requests the Chairman of each =
Section to send the recommendations of the Section for appoint-
ments to the Institute committees. The Sections Committee has
been encouraging the Sections to give considerable attention to
their recommendations for committee appointments. In some
Sections, these committee recommendations are studied by the.
governing body or an Advisory Committee. It is suggested that in
submitting these recommendations, the need for Institute com-
mittee representation in the Section should be established and the =
qualifications of the members recommended should be stated fully.
In general, a Section operating Technical Groups should have &
representative on the corresponding Technical Committee of the
Institute. One way for the Sections to show their interest and more -
closely follow Institute affairs, is to take a very active interest i
appointments to the Institute committees. All recommendations
to Institute committees should be closely followed through the
Vice-President of the District. :

With the great increase in Section activities, the interest of the
Sections in the affairs of the Institute also has greatly increased.
This increased interest in Institute affairs is encouraged by the:
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Sections Committee. It is recommended that the Sections con-
tinue to follow Institute affairs closely, making their particular
interests known to the Vice-President and Directors located in their
Distriets.

The Institute publishes annually a Year Book which contains a
list of the officers and committees of the Institute, information on
the Sections, Subsections and Student Branches, a membership
list arranged alphabetically and geographically, the Constitution
and By-laws of the Institute, and much other pertinent information
concerning the Institute. This Year Book is available to all mem-
bers upon request to the Institute Secretary.

This chapter covers the Section-Institute relationships, princi-
pally from the standpoint of Section activities. Complete details
of all phases of this relationship are covered in the Institute’s
(C'onstitution and By-laws.

4. SECTION—DISTRICT RELATIONSHIPS

"

There are ten (10) geographical Distriets in the Institute. To
facilitate cooperation among the Sections, the Constitution and
By-laws of the Institute provide for a District Executive Com-
mittee in each District, which is composed as follows:

Vice-President, representing the District as Chairman.

District Secretary

Vice-Chairman of Membership Committee representing
the District on the Institute Membership Committee

Chairman of the District Committee on Student Activities

Chairman and Secretary of each Section within the District

The District candidate for AIEE Vice-President is nominated
each alternate year by the District Executive Committee, and his
name is carried on the general AIEE ballot for Institute officers.

The Distriet Secretary is appointed by the AITEE Vice-President
in the District.

The Vice-Chairman of the Membership Committee representing
the District is recommended by the Vice-President in the District
and appointed by the Institute President as a member of the
Institute Membership Committee in eooperation with the Chair-
man of that Committee.

The Chairman of the District Committee on Student Activities
is elected by the Counselors of the Student Branches within the
District.

The Institute By-laws provide for travel allowance to one Dis-
trict Executive Committee Meeting each year for each of the above
District officers and also for one additional representative from
each Section. This provision may be used also for two District
Executive Committee Meetings by making travel allowance avail-
able for two Section officers for one of these meetings and one See-
tion officer for the remaining meeting. The time and place for the
District Executive Committee Meeting is arranged by the Vice-
President, who should notify each Section sufficiently in advance
for the Section to make the necessary arrangements for the attend-

3



ance of its representatives. In the notice of the District Executive
Committee Meeting, the Vice-President also should advise whether
a second meeting is contemplated during the year. i
One of the features of the District Executive Committee Meet-"
ings in recent years is the open discussion on Section operation and
management problems. This discussion is an excellent supplement;
to the delegates’ meetings which are held annually during the
Summer General Meeting. _
The District Executive Committee elects one representative to:
serve on the Institute Nominating Committee, which is composed:
of these District representatives and five additional members:
appointed by the Board of Directors from its membership. The
Institute Secretary serves as Secretary to the Nominating Com-
mittee. A
A Co-ordinating Committee is provided for in the By-laws of}
the Institute for each District embracing five or more Sections.
This Coordinating Committee consists of: J
Vice-President in the District
District Secretary
Chairman of the District Committee on Student Activities
Four Section officers elected by the District Executive
Committee y
This Co-ordinating Committee of seven members functions con--
tinuously, in an advisory and cooperative capacity, on all matte s
related to the operation of the District. In Districts embracing less
than five Sections, the District Executive Committee functions as
the Co-ordinating Committee of the District.
District Meetings are the responsibility of the Districts con=
cerned and the initiative in planning and arranging for a Distriet’
Meeting lies with the District Executive Committee. A Distrief
Meeting requires the approval of the Board of Directors of th
Institute. Each District Meeting is handled by a District Meeti
Committee which, through the District Executive Committee,
full responsibility and authority for organizing and conductin
details of such meetings, including the arrangment of sessions
entertainment features. The Section located where the Distri
Meeting is held usually takes over a large portion of the work
handling the meeting. 1
This chapter covers Section-District relationships principally
from the standpoint of Section activities. Complete details of all
phases of this relationship are covered in the Institute’s Consti=
tution and By-laws. :

5. SECTION MEETINGS

A Section meeting is a meeting for the entire Section member
ship, presided over by the Section Chairman or a substitu
These meetings may be either general or technical in charact
they may also include inspection trips and social functions; th
may be sponsored by a Subsection or Technical Group of ©
Section; they may be held jointly with another Section of
Institute, with a Student Branch, or with other societies in

+

area; and they are usually arranged to appeal to a large cross-
section of the membership of the Section.

Section meetings constitute the basic activity of the Section.
By providing meeting places for the reading and discussion of
professional papers, these meetings accomplish one of the most
important objectives of the Institute.

The personal contact of the great majority of members of the
[nstitute is at the Section level. Successful Section meetings, there-
fore, are a very necessary part of any program which aims to
retain the interest of the present members and also attract new
members.

Section meetings generally are held once each month. With the
increased scope and growing demands of the electrical engineering
field, it is becoming more difficult each year to hold Section meet-
ings on a sufficient number of subjects to retain the interest of the
diversified membership. The operation of Technical Groups in a
Section has permitted the holding of Section meetings on subjects
of general technical interest, because the subjects of special
technical interest are covered in the individual Technical Group
meetings. In this manner, the over-all program of any Section can
be tailored to provide adequately for the interest of the entire
membership in the area.

6. TECHNICAL GROUPS OR TECHNICAL DIVISIONS

A Technical Group meeting is one held by a separately organized
group of the Section or Subsection, mutually interested in a
specialized field of activity in electrical engineering. These meet-
ings are open to any member of the Section who is interested in the
particular subject. An open discussion of the subject is usually a
feature of this type of meeting.

The organization and operation of Technical Groups in the
Sections has been one of the most important activities of the
Sections. This activity also has been very beneficial to the Institute
as a whole.

The folder “Technical Groups”’ was prepared by the Sections
Committee and first published by the Institute in January 1944.
This folder explains Technical Group operation in the Sections and
gives complete information on how to proceed with the organiza-
tion and operation of these groups. The Sections Committee has
been very active in encouraging the formation and operation of
these groups. Largely as a result of this activity, the value of
Technieal Group operation in the Sections has been recognized and
firmly established. The number of Technical Groups in operation
has increased each year and there were 123 of these groups in
operation at the end of the 1946-47 operating year. This activity
has been a big factor in the record breaking figures of the Institute
for the number of meetings in the Sections and the attendance at
these meetings during this year.

_The formation and operation of Technical Groups in the Sec-
tions has satisfied a need which existed within the Institute for
members of the Sections to meet and diseuss problems of mutual
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interest. The diversified membership and the growing number of
new and specialized fields of electrical engineering make it rather
difficult for Section officers to arrange Section meetings on all the
separate fields of electrical engineering in order to hold the interest
of their diversified membership.
Technical Group operation permits smaller groups within the
Section. membership to attack the problems of particular interest =
o those members in each group. Thus, a large portion of the mem-
bers are afforded an opportunity to discuss problems in their own
field of activity with other engineers in the same field. These
specialized meetings can be held often enough to retain the interest
of the older members and attract new members. With Technical
Group operation, it is possible to have the more technical subjects
covered in the group meetings so that the Section meetings may
be devoted to general technical and other subjects which wills
appeal to the entire membership of the Section. -8
The organization of Technical Groups need not be a complicated
matter. The folder “Pechnical Groups™ covers all the details of =
organization and operation and the latest revision of this folder
may be obtained from the Institute Seeretary. :
Technical Group activity in the Seetions also has opened up a-
new field of cooperation within the Institute—between the Tech-
nical Groups in the Sections and corresponding Institute Technical
Committees. This cooperation should be a two way activity and,
ly, desirable ‘nformation should be flowing =

when working proper
from the Sections and the Technical Groups to the Institute
direction. The =

Technical Committees, as well as in the opposite

Sections Committee has been exploring the possibility of this
type of cooperation within the Institute and definite suggestions
on this cooperative effort have been sent out to the Sections during
the past year. Copies of the latest Sections Committee information
on this subject may be obtained from the Institute Secretary.

In suggesting this new field of cooperative activity, the Sections
Committee fully realizes that there is no direct connection or line =
of authority between the Technical Groups in the Sections and the
Institute Technical Committees. However, there is a field of two
way cooperation within the Institute which, if properly developed,
will be sure to result in very material benefits to the Institute.

The Sections Committee program on the development of Tech=
nical Groups in the Sections is based on the idea that the scope of
activity in the Institute covers the entire field of electrical engi=
neering. Every Section now operating Technical Groups shoul
analyze the possibilities of forming additional groups so that the
entire diversified field of electrical engineering 1s covered ade-
quately in each Section area. For Sections that have not taken
advantage of this profitable activity, it is suggested that they fully
explore the possibilities of Technical Group operation.

7. SUBSECTIONS OR GEOGRAPHICAL DIVISIONS

A Subsection or a geographical division meeting is one held by :
a regularly organized Qubsection or geographical division com-
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posed of a group of AIEE members in a cent i
within the Section territory, but distant from th: ie;ilg??r?litiﬂg
place of the Section. These meetings usually closely parallel the
h?c)ii ?; the r?gul}z;.y Ir;eet}ugs held by the Section and may cover a
wide range of subjects ‘pendi s parti 51
e lie a;é ‘;.opendmg upon the particular interests of
Subsections or geographical divisions are a !
accomplishing the very important objective oi\‘rai:]]];ls %lgsiflteuatftt& b0 :
providing additional meeting places at which papers on {aloct;'icaﬁ
?ﬂﬁmeenpg s}}b_]ects may be presented and discussed. The folder
Subsections™ was prepared by the Sections Committee and first
published lzy the Institute in March 1943. This folder explains the
need for Subsections and gives complete information 0n~ the
{:;"g?}?:z?;ont and_qperat-%onhof these geographical groups. (‘Jopie‘%
of the latest revision of this : may be i Fom. £hé
S D this folder may be obtained from the
Many opportunities exist for members in remote areas
Seetion territory to participate in Section act-ivit;c(é illltl'i;g(‘)lg Elhw
development of Subsections in these areas. Subsections are o Jer(i
ating with as few as a dozen members and as many as qev](-*ral
hundred members; they are located as close as ten miles and as far
iil%{}(?(irilllcs fromtt_he location of the regular Section mv.‘eting p]ace[
Subsection operation 1s very ible > : :
Sibehcr la o Se(:tign‘.rm} flexible and can be adapted to meet
Subsection or geographical group operati
established feature of many Segtiong. A}:} tit:ogldh?)‘? gﬁic{iléfﬁjg
operating year, there were 33 Subsections operating, with more in
process of being organized. The Sections Committee has been
encouraging Sections which have adopted this type of uporat‘iag
to make a survey of their areas to see that no loeality is dej rivég
of this opportunity for Institute activity; and Sections whicﬁ have
not adopted this very effective Institute activity have bee
encouraged to check their territory to make certain that the 2
not overlooking some desirable local centers of populatioﬁ .yhal'e
Subsection operation could be developed. iy

8. EDUCATIONAL COURSES

An Educational Course meeting i i
. ) : ting is one which may be co
}mdm ‘the auspices of the Section, or any group witﬁin the gg::‘;gf
at \i\’hl(‘h a planned course of study or a planned series of lectures
:EL Zi).]:; part-lctljllafr sub;ecit is followed. These educational course
setings may be free or there may be a charge for tl :
usually there is a definitely enroll e
! \ _ ly e ed group of part
following the lines of study in th ] i i
) : e COurs : y
followira b it meeting&y course offered, the members
This activity has been s joi
This / sponsored jointly by the Sections -
lll.lttﬁ.{" and the Institute Committee on Et':lucition. The;@n::()(l:l(l)';(;q
[i:IOE\‘Ele opp}?rtumtxé:s tﬁ the Sections for additional services to
. members and others. These courses do not conflict wi .
! ) Ses . conflict w
but 1a't‘hel .\sul‘)pie_ment- the courses of the educational Institu:igcr?é
in any area. Subjects for the courses are usually selected from a
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survey of the Section membership in order to determine the'
interests of the members. :
Generally fees are charged and the courses are self-supporti
in many cases yielding a net income to the Section. These course
are also an excellent means of obtaining new members. Suggestion
for appropriate subjects for these courses, together with infor
tion on the organization and operation of these courses, have be
sent to all Sections. Copies of the latest revision of this information’
may be obtained from the Institute Secretary. 3
One of the first steps for the Sections in initiating this activity
is the appointment of an Educational Committee which
investigate the possibilities of these courses and organize thi
selected. =
9. SECTION—BRANCH COOPERATION

It is essential that the AIEE Student Branches develop,
early as possible, the interest of those students who select electrie
engineering. The Student Branches have been a source of g
strength to the Institute. In normal times approximately 50 p
cent of the Student members become Associates of the Institu
after graduation. This percentage should be increased. g

The Sections may materially assist in this important activity
Fach Section is requested to give special consideration to
student activities work and engage in as many cooperative acti
ties with the Student Branches in its area as local conditions wi
permit. ;

In cooperation with the Institute Committee on Studen
Branches, the Sections Committee has prepared a ‘‘Plan of Sectio
Branch Cooperation”. This plan which has been sent to all Sectio
and Branches describes many items of cooperative activity
the Branches, which may be engaged in by any Section. Copies
the latest revision of this plan may be obtained from the Institute
Secretary. s

The formation of a Student Activities Committee in each Se
tion should be the first step in this plan of active cooperation wi
the Branches. This Committee should be composed of alu
from the schools represented by the Branches, as well as of t
professors located at these schools. B

10. LOCAL COUNCILS OF ENGINEERING AND
TECHNICAL SOCIETIES

There has been much interest throughout the Institute concer
ing the organization of the engineering profession at natio
levels. The local sections or chapters of the national engineeri
societies have worked out this organization successfully at lo
levels in many metropolitan areas throughout the country. At t
end of 1946-47 operating year, there were 45 of these local counc
in operation, with several additional councils in process of bei
formed.

Each of these local councils represents an effort on the part
the local organizations of the various engineering and techni
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societies to fill the need for a cooperative effort in civic, legislative
and other activities of the engineering profession, and to provide
a practical means for the individual members of these local
sections or chapters to engage in the broad fields of activity in
their metropolitan areas without the necessity of joining additional
engineering or professional groups.

In practically every case where a local council has been organ-
ized, the local ATEE Section has been very active in the organiza-
tion, as well as in the operation, of the council. The Sections are
encouraged to take the lead in organizing local councils in areas
where they are not operating.

The Sections Committee has been active in encouraging the
ATEE Sections to participate in this local council activity. Inform-
ation on the organization and operation of local councils has been
sent to every Section. Copies of the latest revision of this inform-
ation may be obtained from the Institute Secretary.

11. PRIZE PAPER ACTIVITY

Many Sections conduct prize paper competition in order to
encourage their members to write papers for delivery before the
Sections. Suitable prizes are awarded by the Sections and some of
the contests are arranged for student participation. Where geo-
graphical limitations permit, additional enthusiasm is sometimes
secured by prize paper competition between several Sections
within a District.

Many Sections schedule such competition for one of the regular
Section meetings as an annual activity at which several of the
prize winning papers are presented.

Papers presented at Section contests also are eligible for District
and national prizes, as covered by the Institute rules. A copy of
these rules may be obtained from the Institute Secretary.

Many of these papers also could be published in the General
Interest Section of ELECTRICAL ENGINEERING and for
this purpose copies should be submitted to the Editor of ELEC-
TRICAL ENGINEERING for consideration.

Additional interest in the Institute would result if more Sections
adppted the prize paper contest procedure. The formation of a
Prize Paper Committee in the Section would be the first step in
the operation of this plan. The duties of this Committee would be
to encourage Section members, and particularly former student
members, to write technical papers. This Committee usually also
arranges for and conducts the prize paper meeting of the Section.

12. SAFETY ACTIVITY

Safety activity in the Sections is being sponsored jointly by the
Sections Committee and the Institute Committee on Safety. A
suggested plan for safety activity in the Sections has been sent to
all Sections. Copies of the latest revision of this information may
be obtained from the Institute Secretary.

It is suggested that each Section appoint, from the appropriate
committee in the Section, one man to be responsible for the devel-

9



opment of the safety program in the Section. The safety prog
‘1 the Section should be a continuing program in which the safe
aspect, in proper relation to the technical subjects presentes
should be explored whenever practical. This safety activity in th
Section should be conducted from the standpoint of the elect _
engineer and should cover the fields of research, design, construe--
tion, operation and maintenance.

The usual safety activity, which includes matters related
first-aid and artificial respiration, are matters which deserve atte
tion periodically on apporpriate occasions and should be left
those agencies that are working in the broad field of industri
accident prevention, such as the American Society of Safe v

Engineers, the local safety council, and others.

13. MEMBERSHIP ACTIVITY

Membership activity is closely related to the Section. Due to
importance, this activity is closely coordinated by the Instit
Membership Committee working through the District and Secti
organizations. The Institute Membership _Commn!;tee is compo
of a Chairman, Vice-Chairman, District Vice-Chairman from e
District of the Institute, members at large, and the Chairmen o
the Section Membership Committees, ex-officio. The District Viee
' Chairmen sponsor and encourage membership activity within th
individual Districts and represent the Institute Membership Con
mittee on their respective District Executive Committees, of
which they are members. !
Prospective members of
large general groups: R

1. Electrical engineering students who are the prospective
Student members. :

2. Engineering graduates who are Student members
who should apply upon graduation for admission
Associates. i

3. Electrical engineers who are eligible for membership bu__
who are not members. : %

The Membership Committee in the Section Ls_usually a lar
Committee with representatives from each of the larger companies
or industries located in the Section area. Where large company O
industry groups are involved in the Section territory, the idea off
using sub-committees to supplement the work of the Sectio L
Membership Committee has been used to advantage. The Section
Membership Committee should have a systematic follow up of
prospects for AIEE membership in the area, mcludmg rece
graduates from the engineering schools. This Committee a
should cooperate with the Student Branches in the area in stim
lating Student membership in AIEE. A plan for such cooperati
activity has been sent to all Section Membership Commit
chairmen. . 4

The Section Membership Committee can be most effective when
the Committee really has something to offer prospective mem_bers-
The best offer that can be made to a prospective member-is an

th;e Institute come mainly from thr
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opportunity for participation in an active Section program. There-
fore, it is exceedingly important that every Section should have
a stimulating program and offer opportunities for the participation
of new members in the activities of the Section. It is only by this
means that the Membership Committee can do a really effective
job of selling Institute membership. Such a Section program also
tends to hold the interest of new members, which is also a very
important item.

In order to make the most effective use of a coordinated program
for obtaining new members, the Institute Membership Committee
cooperates very closely with the Sections Committee and the
Institute Committee on Student Branches. A Membership Com-
mittee Manual also is sent to each Section Membership Committee
chairman by the Institute Membership Committee.

In addition to the regular membership literature, the Institute
Membership Committee has prepared the following literature
which has been published by the Institute: Booklet—*“Member-
ship Information”, booklet—‘Accomplishments of the American
Institute of Electrical Engineers in the Engineering World”, and
the leaflet—“Membership and Activities”. This literature may be
obtained from the Institute Secretary upon request.

14, TRANSFER ACTIVITY

Many Sections have not been taking adequate interest in recent
years in encouraging their eligible members to apply for higher
grades of membership. During the past year, the Institute Com-
mittee on Transfers, with the advice and approval of the Board of
Examiners of the Institute, prepared a guide entitled ‘“Transfer
Procedures”. This guide outlines the procedure for transferring to
higher grades of membership within the Institute.

In cooperation with the Sections Committee, this guide was
sent to all Sections, supplemented by detailed suggestions on
procedure. The latest revision of this guide and the detailed
suggestions may be obtained from the Institute Secretary.

The first step in making use of this guide is the formation of a
Committee on Transfers in the Section. The use of this guide and
the suggestions by such a Committee will stimulate and encourage
the transfer of members to higher grade, to the end that every
member of the Institute will have the highest grade for which he
is qualified.

15. FELLOWSHIP ACTIVITY

Fellowship activity accomplishes one of the important Institute
objectives by providing the means to bring all members of the
Section closer together and make them better acquainted. Fellow-
ship activity has not been given enough attention in many Sections.
The importance of fellowship work in the Sections cannot be
over-estimated.

A large committee with diversified interests and an energetic
chairman is needed for fellowship work. Some of the methods used
successfully by many Sections in fellowship work are:
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Use of identification cards or badges at the meetings

Dinner bef()ée tl;e miﬁtmgs. :

Social period before the meefings. ¢

Refreshments and social period after meetings.
kly noonday luncheons. =

f;x?ua{ Past (yjha.irmen’s night at some designa

meeting of the Section.’ :

. Encourage attendance a;l {neetmgs. o

. Greeting letters sent to all new mem S

: Gll:eeting letters sent to all members transferred into th

ection. i
: S(,‘rr'eeting Committee on hand at all meetings.

16. SOCIAL ACTIVITIES

ctions make effective use of social activities in additio
to%igiifgl activities. A Committee on Social and Reiﬁsed }:pt}gl
ties in the Section should be the first step to orgamzef his :lc 1\;1
This Committee should make a survey of the types 0t l&;0(:1 ct?&
ties desired by the members and then conduct the a i

selected. Al )

Examples of social activities cond
Sections are: ¢
. Annual dinner-dance.
. Smokers. ' : .
Theatre and radio studio parties.
Golf tournaments and other sports.
Ladies’ night.

ual picnie. : g .

é:)la:;al agtivities in connection with Annual Meeting ofs

Section. \ i E

: glgmk?inations of the above with other activities of the
Section. ;
In conducting S‘ilchtacltlil /

ly with regular techni : \ ne
Eﬁgpi%j};ctives of the Institute is accomplished by providin

opportunity for social intercourse.

17. INSPECTION TRIPS

very important activity which should not:
g a balanced program of Section activity.
i iations in

ips can be used to good advantage to 'prov1§1e varia .
gi%&izgppsmcedure or to combine an inspection trip with a soqml; _
event. Meetings of Technical Groups at various manufact].u;ng-.
plants, which combine an inspection trip of the plant “h?th '&'ﬁ.
techniz:al lecture on the product, is a type of meeting whic 13..-
usually well received. . e ' :
In some Sections inspection trip activity 1s combined ef?ectlveg.j :
with the social and related activities under one committee. In=
others, inspection trips may be handled by the Program Comqutteq;z.
or diréctly by the Technical Group concerned. The expansion of &
this activity may warrant a separate Inspection Trip Comnmttee:_
in some Sections in the future. .

©EN SomwPs

Pt
(=1

ucted successfully by som

TS B R

vities, which should be coordinated
cal activities of the Section, one of
g

Inspection trips are a
be overlooked in providin
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Several variations of inspection trips are:
1. Inspection trips to local industrial plants.
2. Combined meetings and inspection trips.

3. Inspection trips to distant points, which adds a social
feature to the event. :

18. SECTION FINANCE

Each Section is expected to conduct its affairs in such a manner
as to require for its maintenance only such financial support by
the Institute as is consistent with the activities carried on by that
Section.

Many Sections have a Finance Committee which prepares, at
the beginning of each operating year, a budget of estimated ex-
penditures for the various activities of the Section. This Com-
mittee, in cooperation with the Section Treasurer, follows these
expenditures during the year and performs various other duties
in connection with the finances of the Section. Such a Committee
is very helpful to the Section officers.

The increase in Section activities involving additional meetings
requires additional expense, and this situation has been recognized
by the Institute by two increases in Section allotments during the
past four years. The allotments to the Sections are listed in the
Institute By-laws. This allotment is based on four items as follows:

1. Basic allotment for each Section holding regularly
scheduled meetings.

2. Basic allotment for each Subsection holding regularly
scheduled meetings.

3. An allotment for each Institute member within the
Section territory on August 1st.

4. Additional allotments to Sections holding larger num-
bers of regularly scheduled meetings of the Section,
Subsection and Technical Groups. This allotment is
figured on the basis of the number of meetings during
the preceding fiscal year ending April 30th.

To receive full credit for meetings upon which the appropria-
tions to the Sections are based, it is essential that each Section
send to Institute headquarters, a report on Form 41 covering each
meeting held. These reports should include Section, Subsection
and Technical Group meetings, and inspection trips and social
meetings. Educational courses conducted by the Section are not
classed as Section meetings.

An accounting is made by the Section Secretary of all Institute
funds éxpended. This accounting is made on Form 203—Report of
Expenditures—and is subject to the approval of the Finance
Committee of the Institute. Complete instructions concerning
Section finance and other Section operating matters ave contained
in letter—Conduct of Section Activities—which is sent by the
Institute Secretary in September of each year to all Section and
Subsection Chairmen and Secretaries, and' the Chairman of the
Section Membership Committee. :

13




19. SECTION PUBLICITY

The purpose of Section publicity is to acquaint the Section m:
bership with Section activities. It is an important activity of eve
Section and the expense is an appreciable portion of the to
operating expenses of most Sections. It is essential that all ¢
activities in the expanded program of every Section be present
effectively and economically to the Section membership. 3

Many Sections delegate this publicity work to a separate com-
mittee. It is the duty of this Publicity Committee to obtain t
information on the various activities in the Section and prepare
adequate meeting notices and other publicity so that the memb:
ship and others are completely informed on these activities. The
effectiveness of the publicity used by a Section has a direct bearin;
on the attendance at the meetings. e

Some of the most important items of publicity used by many =
Sections are:

1. Publication of Section meeting notices. o
2. Submission of appropriate Section news items to ELEC-"
TRICAL ENGINEERING. _
3. Submission of papers presented at Section meetings
ELECTRICAL ENGINEERING.
Newspaper and other local publicity. :
. Section newsletter. This is used occasionally by many

Sections. Some Sections publish a monthly newsletter -

which has proved very effective, especially in those

Sections with scattered membership. _

6. Section directory or year book, listing the members of
the Section and giving other information. :

7 Section folder, usually published at the beginning of the
operating year, listing the names of the officers and =
committee members, the dates of all meetings of the:
Section, including Technical Group and Subsection
meetings, and giving other information which usually’
includes the By-laws of the Section. k.

8. Personal letter signed by the Section Chairman and sent
to all Section members at the beginning of the operating
year. This letter outlines the Section program for the
year and requests the active participation of all members
in this program. o

Some Sections have found that joint publicity with the local”
branches of other engineering societies is very effective and eco=
nomical. Such publicity is generally obtained through the medium:
of the publication of the local engineering council.

20. SECTION HISTORY :'

o

The recording of the history of each Section is an important
activity which should be followed up yearly. Not only should the
past history of each Section be recorded before it is too late, but "

the historical record should be kept up-to-date with the passing
of each year. )
14

A History Committee should be appoi i i
C ort : e appointed in each Sectio
‘f‘()lgow_thl_s”aptlmty. ‘This Committee should obtain from :actﬁ
o d 't1'mer in the Sectlon'a record of his recollections of the
if;h??est()ft ﬁhe Section during its early years of operation. It is
avsj l;,b?g. at this information be obtained while it is still
Suggestions for the writing of a Section his
) C e ] story have been sent
to all Sections. Copies of the latest revision of this information
may be obtained from the Institute Secretary.

21. USE OF IDENTIFICATION CARDS OR BADGES
AT MEETINGS

Identification cards or badges are bein i
: eing used by many Sections
of the Institute. Some of the advantages of th i
of identification at meetings are: ® g e
1. They are helpful in identifyin ich i
: g members, which
desirable from a fellowship standpoint. i i

2. They provide the Section with a record of attendance.

3. They provide a record of guests who attend the meeting
which is very useful to the Membership Committee in,.
securing leads for possible members.

4. Identification qards also may provide a means of sub-

i mitting suggestions for improvement of Section activities.
more general use of a means of identification at all meetin,
of the Section is desirable. Suggestions on the use of identiﬁca.t.i(;grf
cards or badges at all Section meetings have been sent to the Sec-
tions. Copies of the latest revision of this information may be
obtained from the Institute Secretary.

22. OUTLINE OF DUTIES OF SECTION OFFICERS
AND COMMITTEE CHAIRMEN

When a new Section officer or committee chairman comm
his term of office, he may have many questions and some diﬂizﬁ(l:f;
in familiarizing himself with all of the duties and responsibilities
of his office and the customs which have been established in past
ye?,rs_mth respect to the conduct of his office. In order to me;at
this situation, some Sections have prepared an outline describing
briefly the duties and responsibilities of each Section officer and
committee chairman as required by the Constitution and By-laws
of the Institute, the By-laws of the Section, and the customs of the
Section. These outlines or guides consist of a separate chapter for
gﬁicg ﬁgigﬁ.vghefldusually are ft}t:};ied, duplicated and bound in a
sr, and one copy of the com i ion is gi
to each officer and nommi’r?tbée cha\.ir'rfri(z;,n.ple‘cre T
_With the increase in Section activities, it is becomin
difficult for incoming Section officers and committee ch;ir%n::;uzg
be completely familiar with all the duties of their respective new
offices without undesirable loss of time. For this reason it is sug-
gested that more Sections prepare an outline of the duties of
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officers and committee chairmen to be used as a guide in connectio
with the work of the Section. :

Information on this subject has been sent to all Sections. Copi
of the latest revision of this information may be obtained from t
Institute Secretary.

23. SECTION OPERATING COMMITTEES

The rapid and extensive increase in the scope and nature off
Section activities in recent years, and the healthful and desirables
outlook for further increases in Section activity, have materially®
increased the administrative detail for which Section officers are:
responsible. In order that this important administrative work not
be overburdensome to individual Section officers, and in order to®
provide opportunity for a broader participation of individual
members in Section activities, it is suggested tht Section officerss
establish appropriate operating committees and delegate to these
operating committees as much as possible of the detailed work of *
Section administration. A further advantage to such a program is:
the relief of the Section’s technical and other normal committees S5
from more or less extraneous administrative burden, to the benefit
of the basic work of such committees. i

During the past few years, there has been a considerable increase
in the number of such operating committees in many Sections, the s
number varying from three to 16 per Section, depending upon the
size of the Section and the scope and variety of its program. In®
addition, special committees are used by many Sections for specifie’
assignments which may not be of a continuing nature. Some:
Sections have made advantageous use of an Advisory Committee &
to study and make specific recommendations concerning the possi-
bilities for the establishment and use of additional Section Oper- =
ating Committees. The liberal delegation of administrative work
to such committees allows Section officers more time to coordinate -
the work of all Section committees and hence perform better the
management function of operating the Section in the best interests =
of its diverse membership. %

In most Sections there are many opportunities for the advan-
tageous use of additional operating committees. Definite sugges-
tions on this subject have been prepared by the Sections Committee
and sent to all Sections. Copies of the latest revision of these ™
suggestions may be otained from the Institute Secretary.

24. SECTION OF TOMORROW?* 3

“Now, let us explore how this program will tie in with the
Section of Tomorrow. The Section of Tomorrow will be an alert
and flexible organization, capable of expanding its activities to
meet the ever-increasing scope and growing demands of the
electrical engineering profession and provide for diversification of
interest of all its: members. There will be an active Fellowship:
Committee which will break down the formal atmosphere which
exists in too many of the present-day meetings and will make new

members, as well as the older members, feel more at home when
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attending meetings. More attention will be given to social meetings
and inspection trips. Occasional meetings will be held at some of
the larger industrial plants and some of the inspection trips will
be combined with social events.

“The officers of the Section of Tomorrow will be more conscious
of the importance of balanced Section operation which will provide
all the activities necessary to retain the older members as well as
attract new members. Theae officers will give more time to creative
work and to the coordination of the activities of their Section.
This will mean that much of the work of the Section will be per-
fo!‘mcd by operating committees. The resulting increase in oper-
ating committees will provide the opportunity for more members
to work actively for the Section, which in turn will create additional
interest. These results are accumulative.

_‘“The Section of Tomorrow will operate from two to ten Tech-
nical Qmups.'lt will be an active member of the local engineering
council. It will econduct educational courses and lectures for its
members and other engineers in the community as a supplement
to the work of the educational institutions in the area. Some of
these educational courses may even be in cooperation with the
educational institutions.

“The Section of Tomorrow will provide organized meetings in
all centers of population in its area distant from the regular Section
meeting place. These Subsections or geographical divisions will
conduct such activities as are necessary to provide for the interest
of the members residing in that local area. Many of these Subsec-
tions will be small and will closely tie in with the program and
activities of the parent Section. The Section of Tomorrow will
cooperate very closely with the Student Branches in its area. It
will have representatives attending many of the Student Branch
meetings and officers of the Branch will be invited to attend some
of the meetings of the governing body of the Section. Many of the :
items on the Plan of Section-Branch Cooperation will be followed
with the result that more students will become interested in AIEE
during their student life. This will result in more students trans-
ferring to active membership upon graduation.

“Prize paper competition will be conducted each year as a
regular part of its Section activities. This will result in more mem-
bers of the Institute, and especially the younger members, getting
into the habit of writing technical papers. The idea of safety from
the standpoint of the engineer will be included in many of its
technical meetings. And last, but not least, it will record the history
of the Section.

“The Section of Tomorrow will show keen interest in the oper-
ation of the Institute. Since the Section of Tomorrow will represent
a large portion of Institute activity as far as the average member
of the Institute is concerned, it is only natural that this interest
should find suitable expression in the management of the Institute.

““All this may be summed up in the statement that the Section
of Tomorrow will be an efficient service organization for its mem-
bers and as such will be the foundation of the largest engineering
society in this hemisphere.

17



“The opportunities of expansion of Section activities
Jimited. It should be the goal of every Section Chairman
it that during the coming year his Section becomes one
Sections of Tomorrow.” -

* Taken from report of G- W. Bower, Chairman of
tions Committee, presented at the Conference of Off
Delegates and Members at Montreal on June 10, 194

The Institute Secretary or the Sections Committee wou

glad to furnish further information on any of the items includ
this booklet. Any Section, W ich has developed “additional act
ties not included in this booklet, and which have resulted
improving and expanding the program of the Section, sh
inform the Chairman of the Sections Committee of such items
order that this information may be passed on to other Sectio
In this manner other Sections may benefit from these new idea
they are applicable to their loeal conditions.

SECTIONS COMMITTEE 1946-47

G. W. Bowsr, Chasrman
R. M. PFALZGRAFF, Vice-Chatrman
A. C. MuIR, Secretary

D. I. ANzINI R. E. KISTLER
S. C. COMMANDER F. L. LAWTON
W. E. Enns .~ (. W. LETHERT
A. H. FRAMPTON . ‘T. M. LINVILLE
H. P. HEAFER R. G. PORTER
V. P. HESSLER C. 8. PURNELL
W. R. HouGH H. B. WoLF

" This booklet is a complete revision of the -:

original booklet SECTION ACTIVITIES - -
published in October 1939 and’ prepared -~
by the Sections Committee under the ==

Chairmanship of H. H. Race.



MANY A. L E. E. Sections have ffound that
Technical Groups are valuable adjuncts. Such
groups benefit the Section membership by providing
a greater range of meetings and increasing the oppor-
tunities for members to participate in Section activi-
ties. Technical Group meetings are intended to
supplement and not to replace the regular Section or
Subsection meetings.

Many opportunities exist for forming additional
Technical Groups. They may be organized to the
advantage of both the smaller and larger Sections
and also by Subsections. The Sections Committee
strongly recommends that serious consideration be
given to the organization of such groups.

The purpose of this folder is to present data rela-

. tive to organization and operation of Technical

LY

Groups which may be used as a guide in the forma-
tion of such groups.

Need for Technical Groups

The diversified membership and the growin,
number of new and specialized fields of electrica
engineering make it difficult for Section officers to
find suitable subjects of interest to the entire mem-
bership which would bring them out to the meet-
ings. Technical Groups 1prcwide opportunities for
members in particular fields of engineering to meet
and discuss problems of particular interest to the

oup.

v B}%J means of Technical Groups, the Section can
better serve its total membership by providing
meetings of varied interest and an opportunity for
members to discuss problems in their fields of activ-
ity with other engineers in the same field. They also
provide opportunities for specialists in other fields
to speak to engineering groups on their particular
subjects to the advantage of both. Such Technical
Group meetings will hold the interest of a larger num-
ber of members and serve to attract new members.

With the operation of such groups within the
Section there will be little need for the formation
of organizations outside of the Institute to serve
the same p "

The need g Technical Groups within a Section
increases as the size or diversity of the activity of
the membership increases. The use of these groups
is adaptable to the smaller as well as the larger
Sections or Subsections.

Benefits Resulting from
Technical Groups
There are many benefits to the Section resulting

from the operation of Technical Groups, among
which are the following:

I—Enables the Section to carry out the objec
tives of the Institute and thereby hold many
Fre.sent members by supplying technical in-

ormation in diversified fields of activity.

II—Enables the Section to expand its program to
include specialized fields and thereby serve the
needs of a greater proportion of its membership.

III—Provides opportunities for members to keep
abreast of the advancement of the art in their
particular field.

IV—Provides opportunities for electrical engi-
neers to contribute valuable information by
participating in the discussions.

V—Enables the Section to secure new members
from specialized fields who otherwise would
not be interested in the Section activities.

VI—Provides opportunities for more members to
participate in Section affairs and trains members
for other responsible positions of service to the
Section.

VII—Interest in and participation in the Technical
Groups should cause an increase in attendance
at regular Section meetings.

VIII—Benefits Sections financially by additional
allotments because of increased number of
meetings.

Suggested Technical Groups

The Technical Groups meeting plan has been in
successful operation for many years by various Sec-
tions. Some Sections have varied the groups from
year to year and other Sections have expanded the
number of groups to include other fields of engi-
neering activity.

The following is a list of suggested Technical
Groups. Some are in operation in various Sections;
others are suggested for your consideration:

Aeronautics

Air Transportation

Basic Sciences

Communications

Electrical Construction

Electrochemical and Electrometallurgical

Electronics

Electric Heating

Electric Welding

Feedback Control System or Servo-Mechanisms

Illumination

Industrial Practices
Industrial Power Supply
Insulation
Instruments and Measurements
Land Transportation
Marine Transportation
Motors and Control

" Power Generation
Power System Engineering
Power Transmission and Distribution
Research
Safety

Shipboard Electrical

Standards

Organization of Groups

To set up and operate Technical Groups requires
no elaborate organization except for a few very
large Sections. Requirements for a small Section can
be streamlined to%t the needs. A method of opera-
tion which has been found successful is as follows:

I—Each Technical Group is headed by a Chair-
man appointed by the Section Chairman (ap-
proved by the Executive Committee) and re-
ports to the General Chairman of Technical
Groups, who in turn reports to the Section
Executive Committee.

II—The Chairman of each Technical Group ap-
points as many additional members to serve
with him as may be necessary for planning the
various meetings to be held by the group. In
many cases the Chairman of a group may be
able to carry out the work individually without
a subcommittee.

III—In some instances, the organization of the
individual Technical Groups may be more elab-
oorate and involved, requiring a Vice-Chairman,
Secretary, a committee set-up and separate set
of By-Laws, which are subordinate to the Sec-
tion' By-Laws.

IV—The Technical Group Committee is com-
posed of the General Chairman of the Technical
Groups and the Chairman of each particular
Technical Group. This committee arranges and
correlates the schedule of meetings for the vari-

ous Technical Groups.

V—The General Cﬁ:u’n:nan of the Technical
Groups Committee is a member of the general
Program Committee (sometimes called the
“Meetings and Papers Committee™), in order
to correlate; the{meetings of theyTechnical
Groups with the regular Section meetings.

O LNAWATdAS
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Sections, the unit of Technical Groups is known
as a Division of the Section.

VII—In all cases, the Chairman or other officers of
the Technical Groups will arrange the program
and take charge of group meetings.

How to Proceed

with Organization
I—The organization and operation of Technical
Groups is entirely within the power of each
Section and no national action is required.

II—The Section should make a study to deter-
mine the probable need for Technical Groups.

III—The Section should canvass the membership
with a check list of proposed groups, and request
indication of interest and suggestions for addi-
tional groups.

IV—The Executive Committee or the Section
governing body should approve of the groups to
be established, based on interest as indicated
from an analysis of the survey.

V—The Section By-Laws should be revised, if
necessary, to permit the organization of Tech-
nical Groups.

After these preliminary steps have been taken,
organization of the individual technical groups may
proceed. The Section Secretary should notify head-
quarters of groups formed.

Methods of Operation

Among the methods of operation of Technical
Groups meetings, the following have been successful.
J—Short presentation by one or more speakers,
with development of subject controlled by au-
dience discussion.

II—Speakers’ panel briefly presenting the sub-
ject and then answering questions from the
audience. This type of meeting is sometimes
known as a panlee discussion, open forum or
round table meeting,

III—Complete presentation and development of
subject by the speaker, followed by prepared or
impromptu discussions.

The success of a meeting should not be measured
by the size of the attendance but rather by the
quality of the presentation and discussions, and the
interest shown. Meetings should be designed for

able discussion.

oo

Suggestions

]—Speakers may be obtained from manufac-
turers, operating companies, educational insti-
tutions and local membership.

II—Publicity of Technical Groups meetings can
usually be handled by the regular Section Pub-
licity Committee. Notice of Technical Groups
meetings should be sent to all members of the
Section as well as to other addresses of possible
interest. Bulletin board notices have also been
found effective. Attendance records can usually
be handled by the appropriate committee.

ITII—Joint meetings or educational courses with
technical groups of other societies where com-
mon interests exist have been found highly suc-
cessful and should be encouraged.

[V—Identification lapel cards or tags displayed
by members attending meetings are of value in
increasing good fellowship, and their collection
after meetings is of value for record purposes.

V—Attendance of guests should be encouraged,
with organized foﬁg\wup by Section Member-
ship Committee.

VI—Student members should be invited and en-
couraged to attend all group meetings in which
they may find an interest.

VII—The use of demonstrations, exhibits, slides
and motion pictures is very desirable.
V1II—Groups may be financed from Section budget
or local dues. Increase in membership will fre-
quently offset expenses.

IX—Some Sections have one or more of the Tech-
nical Groups provide the programs for one Sec-
tion technicaf meeti(r;fg each year, the subject
selected being one of general interest to the
entire Section membership.

The Secretary of the Institute or the Sections

Committee will beglad tofurnish furtherinformation.
Prepared by
SECTIONS COMMITTEE—1943-44
Revised by the 194445 Sections Committee
Revised by a Subcommittee of the
1951-52 Sections Committee
A. L. O'BanioN

J. D. Teso
- H. A. Damsry, Chairman
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