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1.0
PURPOSE
This Handbook has been developed as a supplement to the American Society of Civil Engineers' Official Register. It contains information, suggestions and guidance for ASCE Sections and Branches, their officers and members. This Handbook provides useful ideas to improve the service of the Sections and Branches to their membership and provides answers to many questions and problems that arise in Section and Branch operations. In addition, ASCE Society Officers, the Leader Training Committee, the Society’s Executive Director and Geographic Services staff are available to assist in matters concerning the operations of Sections and Branches.

2.0
FOREWORD
To meet the professional and technical needs of members at the local level and to assist them in accomplishing the purposes of the Society, the Board of Direction authorized the formation of Sections.

Branches or other subsidiary organizations may be organized within Sections upon the petition of members of the Society residing in a given area. Petitions must be endorsed by the respective Section and approved by the Region’s Board of Governors. Requirements for the formation and operation of Sections and Branches and other subsidiary organizations have been adopted and set forth in the Society's Bylaws and Rules of Policy and Procedure.

As provided in the Constitution of the Society and in practice, the functions of Sections are intended:

· to achieve closer personal acquaintance and a spirit of cooperation among engineers

· to confer and to make suggestions with respect to matters of policy both at the local level and upwards through the Regions and the Society

· to provide educational activities both of a professional and/or a technical nature

· to study local engineering problems

· to encourage members of the Society to prepare or discuss papers involving technical and/or policy areas

· to cooperate with other Sections and other local engineering societies in matters of common interest

· to appoint committees to carry out the work of the Society

· to foster Student activities and cooperate with Student Chapters in the Section's areas

· and otherwise to assist in attaining the objectives of the Society and in providing service to the members.

Sections and Branches have been formed from time to time and recognized by the Board of Direction, beginning with the San Francisco Section (first an "Association") in 1905. A comprehensive list of Sections and Branches giving the names of current officers and areas allocated to the Sections can be found in the Official Register and on the ASCE website, www.asce.org.

Establishment of Sections is regulated by the Constitution and Bylaws of ASCE. The functions of the Sections are regulated by Rules of Policy and Procedure, established by the Board of Direction.

3.0
AUTHORITY AND RESPONSIBILITY
Authority must accompany responsibility for an organization to be successful. While Sections/Branches have the authority to utilize a member's personal activity in ASCE, they also have the responsibility to develop and direct that energy and enthusiasm.

For example, it is the responsibility of a Section/Branch to hold meetings of its assigned members and it has authority to set up any program of meetings deemed to be in the interest of its members. The Section is responsible for promoting the general welfare of its members and, therefore, has the authority to take such actions that will aid in attaining this objective.

There are limitations on both the authority and responsibility of a Section/Branch. Sections/Branches are encouraged to actively participate in public affairs impacting the civil engineering community. It is important, however, to limit such activities to the geographical area of the Section/Branch unless there is a cooperative effort on the part of two or more Sections/Branches, and that such activities are within the scope of the objectives of the Society.

Public affairs from the municipal to the state level will generally be left to the Section or Sections interested. A Region or Council of Sections may function in state or interstate problems within its area of jurisdiction.

All national affairs in the range of Society interest, including legislation, will be considered at the Society level by the Board of Direction. Sections/Branches or Regions may propose action for consideration by the Board, and submit it through appropriate channels within the Society. Note that Article 9, Section 9.1 of the Bylaws provides that "No organizational entity shall speak for the Society as a whole unless so authorized by the Board of Direction."

The staff of the Society’s Headquarters office is available for consultation and guidance when there is doubt regarding the proper handling of a specific situation. Obtain advice and clearance from Headquarters whenever making reference to Society policy to any public agency.

Sections are urged not to act upon registration, legislation or other controversial professional matters without prior consultation with the Sections of other interested professional organizations.

Since the Society is an international organization, its Sections may not affiliate with other organizations or movements of national or international scope without prior approval of the ASCE Board of Direction. Contact the ASCE Executive Director for procedures.

4.0
ORGANIZATION OF SECTIONS/BRANCHES
Successful operation of a Section/Branch depends upon the efficient utilization of member talent and effort. 

4.1
Areas of Sections

The concept of Section "areas" was established in 1938, when the whole of the United States was divided into areas under the jurisdiction of the respective Sections. These areas are defined in the yearly Official Register. The boundaries of any Section shall lie entirely within the boundaries of a single Region. Boundaries of Section areas may be changed at any time by the Board of Governors of their Region. Any proposed changes to Sections that impact other Regions shall be referred to the Governing Documents Committee for recommendation to the Board of Direction. As ASCE expands its membership outside the United States, new Sections may be created after operating as an International Group for at least one year. 

Sections should strive for (1) ease of communication, (2) sufficiently large membership, (3) an operative area of similar interests and (4) defined geographical boundaries for leverage in political and legislative items of interest to the profession and the public. If feasible, a Section organization should be based on state boundaries. Fragmentation should be avoided. It is more desirable for ease of communications to have as few Sections as possible.
4.2
Branches

With the expanding membership of ASCE, some geographically large Sections have found it impossible to adequately serve the needs of their widespread membership. In an effort to take the Section to its members, the custom of holding meetings at various population centers evolved. As the organization in each of these centers strengthened, the natural outgrowth was a permanent Branch as a subsidiary organization of the Section with a continuing program of professional activities. The Board of Direction encourages the formation and operation of Branches. To establish a new Branch, a petition supported by the Section must be submitted to their Region’s Board of Governors for review and approval. 

The operation of a Branch is similar to that of a Section. However, the responsibility for the Branch always lies with the Section and the relationship between the two must be one of mutual understanding regarding this responsibility. Branch officers are often members of the Section Board of Directors.

4.3
Constitution and Bylaws

A Section's constitution and bylaws should be designed to meet the needs of the particular group and areas involved. Branches do not have their own constitutions; as a subsidiary structure, they are governed by the Section Constitution.  Branches do have their own bylaws. For guidance in preparing new governing documents or revising existing ones, Appendix 2 provides governing document templates. 

Following the establishment of a Section and before becoming effective, the Society’s Executive Committee must approve any new constitution and bylaws, upon review by the Society’s Governing Documents Committee. The approval of amendments to Section constitutions and bylaws is delegated to the Society’s Governing Documents Committee. For guidance regarding the correct procedure, contact Tara Hoke, ASCE’s legal counsel at ASCE Headquarters, at thoke@asce.org.

Submit any amendments to constitutions and bylaws in a format that clearly delineates the changes.

For guidance in forming new Sections and Branches, see Appendix 1. Appendix 2 provides a sample set of bylaws for Branches.

4.4
Officers and Directors
Elected officers and directors of the Section/Branch establish operating policy and goals for the management of the Section. Officers typically consist of a president, president-elect, vice-president, secretary and treasurer. In some Sections, depending on size, the last two posts may be combined. Depending upon size and organizational involvement, many Sections include other officers such as additional vice-presidents and/or directors. These officers and directors comprise the Board of Directors of the Section/Branch.

4.4.1
Election of Section/Branch Officers

Procedures for electing Section/Branch officers are outlined in the Section/Board’s governing documents. Regardless of the procedure prescribed, interpretation should encourage election of officers who represent the diverse interests of the members in order to maintain the active interest of all members. Nothing destroys member participation faster than the circulation of the idea, warranted or perceived, that officers rotate within a closed elite group.
A simple safeguard of the elective process is a provision in the bylaws for appointment of a nominating committee. This committee meets in advance of the Section/Branch meeting for election. The nominating committee’s main purpose is to put forth a slate of qualified candidates for the vacant positions. Another option which can be included is the opportunity for "nomination by petition." Additionally, the use of a secret ballot, no matter the size of the Section, is good practice.

Prime qualifications for officers and directors are (1) interest in the objectives of the Society and the Section/Branch, (2) the ability to work well with a group and, (3) most importantly, the time to spend on affairs of the Section/Branch while in office. Remember, the welfare of the Section/Branch depends upon selecting a qualified engaged individual.

4.4.2
Officers’ Functions

The spark plug of the Section/Branch is the president, but he or she should not be expected to be the whole engine. Specific duties dealing with routine operation should be delegated to other elected officers and directors. The abilities of vice-presidents, president-elects, or directors, should be used to good advantage by placing them in charge of important Section activities.

The secretary performs many of the essential administrative functions of the Section/Branch. The secretary normally maintains a file of the Section/Branch's membership, all records and correspondence, prepares and submits reports of Section activities, and notifies members of meetings.  Additionally, the secretary records and prepares minutes of official Section/Branch meetings.
The treasurer receives funds due to the Section/Branch, pays bills, maintains suitable repository for Section/Branch funds, and prepares regular financial reports.

Refer to Appendix 9 for additional information on roles of officers.

4.5
Organizational Structure

Officers working alone cannot devote the time or the effort necessary to the operation of an active Section or Branch. Section/Branch officers should have the active support of an appropriate number of committees each with a special function. Such committees are divided into groups: standing committees, with a continuing function; and task committees, given a single assignment and discharged when their goals are complete. 

Standing committees most commonly appointed are: nominations, program, membership, social media, outreach, publications, technical activities, professional practice, awards/scholarships, career guidance, legislative affairs, younger members, student activities, and diversity and inclusion programs.

Task committees undertake discrete projects outside the scope of standing committees or to study matters requiring more specific and detailed attention. For example, a Constitution and Bylaws Committee might be formed for revising these documents.

Refer to Appendix 9 for additional information on committee function, composition and duties.

5.0
MEMBERSHIP IN A SECTION/BRANCH

The status of membership in a Section/Branch is determined by each Section's constitution. However, such membership must be open to all ASCE members who reside or work in the assigned area of the Section. Most Sections determine active membership by the provision: "subscribing to the Section constitution and paying dues." Similarly, most Sections make provisions for non-resident members when an assignment may have taken the member out of the area. ASCE also tracks and bills members who wish to pay dues to a second Section and Branch.  If your current Section or one of your Branches bills members that are not assigned to your Section’s geographic boundaries, ASCE Headquarters will do it for you.  Please submit a list of the individuals, their membership ID numbers or mailing address and the name of the Branch within your Section for which they should be billed. Interested members may call 800-548-ASCE or 703-295-6300 or send an email to member@asce.org.

5.1
Assigned/ Subscribing Members

For purposes of record, allocation of members to Sections shall be in accordance with their addresses as recorded in the current records of the Society. Thus, every member is an "assigned member" of that Section. Members may select their Section/Branch membership based on either their business address, home address, or other address of record. Only those assigned members who subscribe, pay dues, and who meet the requirements of the Society’s governing documents may vote. These customarily are termed "subscribing members."

5.2       Membership Records

ASCE members often move from one Section to another and, of course, there are always new members to add to the rolls, and dropped members to remove.

The maintenance of accurate membership records by the appropriate Section officer is essential. This process is simple, if the officer closely follows the automatic system set up by Society Headquarters. 

Names and addresses of all members, new, reinstated, moved, dropped, resigned or deceased are furnished on request from Society Headquarters in electronic format. Complete details of this system are shown in Appendix 4. Membership Data. Contact the Membership Department for assistance at (800)-548-2723 or (703)-295-6300. 
There are only two exceptions that can interfere with this system: (1) failure to notify Headquarters of changes in data (or survivors do not notify about deceased) or (2) the Section Secretary not keeping membership records up-to-date and not notifying Headquarters of all changes.
5.3
Mailing Lists 

ASCE mailing lists of members, produced from Society Headquarters' records, are available only for official ASCE business upon written request. 
Any other use of the mailing lists, including copying, programming on computers, or distribution in any other manner or form is strictly prohibited without the written consent of ASCE. 

6.0
COMMITTEES AND SUBSIDIARY ORGANIZATIONS

6.1
Committees

Regardless of the size of a Section/Branch or the geographical distribution of its members, most of its accomplishments can be traced to the work of various committees.

Committee appointments should be carefully made on the basis of interest, capability, and the amount of time a prospective committee member is willing and able to devote to the activity involved. You can assure continuity of committee work by staggering terms, so that all members of a committee do not retire at one time. Under this arrangement, the senior committee member usually serves as chairperson.

6.1.1
Administrative Committees

Administrative committees are necessary organizational tools for effective operation of a Section/Branch. They provide the means for applying concentrated attention to vital Section/Branch functions and afford opportunities for wider participation on the part of individual members in Section/Branch affairs.

Suggested administrative committees: 
●

Auditing

· 
Awards and Prizes 

· 
College/University Advisory

· 
Community Involvement

· 
Finance

Government Relations

· 
History and Heritage 

· 
Membership

· 
Nominating

· 
Outreach
· 
Program

· 
Publications

· 
Public Relations
· Social Media
6.1.2
Professional Committees
Section and Branch members may become members of Society/Board Level Committees by appointment. These committees are appointed by the Society’s President-Elect each year. Members may be recommended for appointment by the Region Director. As committee appointments vary each year, members should contact their Region to determine the process needed for recommendation. 
6.1.3
Technical Committees
Technical Activities Committees are an important component of each Section/Branch because of increasing specialization within the broad profession of civil engineering. Such committees foster and coordinate activities of a technical nature within the Section/Branch with the aim of promoting the technical engineering competence of Section/Branch members.

An effective committee contributes by sponsoring and promoting seminars, Section/Branch technical programs, and field trips; encouraging the publication of technical papers; and generally stimulating communication between the Technical Divisions and Councils or Institutes of the Society. The committee should also promote the formation of Technical Groups or Institute Chapters. The Society’s Technical Divisions are described and detailed in the Official Register. The ASCE Board of Direction encourages these groups as an important part of effective Section/Branch operation. This is particularly true where sufficient numbers of engineers of the same specialty reside in the same area.

6.2
Subsidiary Organizations

6.2.1
Technical Groups or Institute Chapters
An expanding area of Section/Branch activity has been the formation of Technical Groups or Institute Chapters within each Section/Branch. Such groups, dealing with a single specialized field of engineering, serve the needs and interests of members whose practice lies within one or more of these major fields.

Active local Technical Groups and Institute Chapters supplement the work of national technical divisions and councils and the various ASCE Institutes at the local level. Members personally benefit and, at the same time, aid in advancing the Society's objectives. Section or Branch Technical Groups or Institute Chapters are often the primary link to ASCE’s Institutes.

The Section or Branch Board of Directors should coordinate activities of Technical Groups or Institute Chapters. Without coordination, the groups may become splinter organizations of the Section/Branch, where they may tend to operate as separate entities. Overcome this problem by requiring that the Board of Directors approve each group’s activities at the start of the Section/Branch's fiscal year. It may also be desirable for the Treasurer of a Section/Branch to handle all the financial matters for each of the groups. Sections and Branches offering a number of Technical Groups or Institute Chapters, may distribute the responsibility for conducting one or more of the Section/Branch's meetings among each of the groups. Refer to Appendix 7 for further information on forming these organizations.
6.2.2     Younger Member Activities
Participation of younger members, in all Section and Branch activities, without regard to grade of membership, is essential to the successful operation of all local geographic units. Younger members should be welcomed and encouraged to participate in all phases of Section/Branch activities.  Leaders should give younger members strong consideration when electing new officers or making committee appointments.

Young professionals should receive guidance about the many ways ASCE activities will further one’s own professional knowledge, competence, and development. It is the responsibility of the entire membership to provide an atmosphere of "belonging" for the younger member.

To provide for the professional development of younger members, as well as all members, the Section/Branch should:

*
Publicize PE preparation course opportunities
* Publicize seminars on technical subjects. 
* Promote well-organized engineering inspection tours with the Program Committee. 

* Promote social activities geared to younger member interest.

* Use the "buddy system" or "mentor system," i.e., assign an older member to a younger member. 

* Encourage employer support of all ASCE activities.  

* Share information on courses offered at nearby colleges that may be of interest to younger members 

* Promote interest and participation in civic affairs. 

* Provide speaker forums.

* Encourage joint activities with nearby Student Chapters

Several Sections and Branches have established Younger Member Forums or Groups. These bring together the younger element of the Section or Branch for activities, programs, projects and discussions younger members find mutually interesting and offer younger members opportunities for leadership and social engagement they may want to use later in other leadership positions.   
Section and Branch officers should encourage Younger Members to share their views and ideas on all matters of Section interest. For stories or events with broad Society interest or scope, they should consider submitting information for publication in one of the Society’s many national news channels. Specific trends and issues relating to younger engineers and requests for committee or Board action should be directed to the Society's Committee on Younger Members or brought forward during their annual Regional Younger Member Council meeting at the Multi Region Leadership Conferences using the formal resolution process.

6.2.3      Diversity & Inclusion
ASCE fosters a fully inclusive culture that celebrates individual uniqueness, engenders a sense of belonging, and promotes equitable opportunity to participate as members and stakeholders of the civil engineering community regardless of identity. ASCE and its members are committed to inclusive engineering problem solving that recognizes, values, and addresses the unique needs of diverse demographic, social, economic, and cultural groups when considering, balancing, and mitigating societal, environmental, and economic impacts of our work. This includes a commitment to:

· Eradicating discrimination and harassment in all its forms;

· Building mutually beneficial partnerships with engineering and non-engineering organizations to bolster the collective impact of our efforts;

· Advancing a research agenda centered on equitable and inclusive engineering education, research, and practice;

· Promoting accountability and the use of best practices for diversity, equity, and inclusion in leadership, engagement, communications, and partnerships; and

· Fulfilling our roles as leaders, major contributors, or supporters toward the attainment of each of the UN Sustainable Development Goals.

                It is essential to the successful operation of all local geographic units that Section Leaders demonstrate their commitment to the tenants of the policy by encouraging participation of members of the civil engineering community regardless of identity throughout all phases of Section/Branch activities and that strong consideration is demonstrated when electing officers or making committee appointments.

Specifically, Section & Branches should: 

· Collaborate with the local affiliates of NSBE, SHPE, SWE & WEPAN to host events that promote civil engineering through leadership development, professional development, social and civic affairs.

· Leverage Social media and the Section/Branch communication vehicles of ASCE Strategic Diversity partner organization local affiliates to widely publicize seminars, events, technical subjects and ASCE related resources.

· Ensure guest speakers, member communications and event locales are diverse, equitable, inclusive, and universally accessible.

· Leverage or create formal or informal mentoring systems/opportunities.

· Consider the establishment of a JEDI (Justice, Equity, Diversity, Inclusion) Committee or Younger Member Forum to:

· ensure that Section & Branch programs, communications, resources, and collaborations are inclusive. 

· liaise with ASCE’s Members of Society Advancing an Inclusive Culture (MOSAIC).

· aid in the establishment of a leadership pipeline for ASCE governance opportunities.

· encourage employer, partner, and sponsoring organizations to support a broad spectrum of ASCE activities.

· consider submitting local and regional ideas and/or new items for publication in Section & Branch Newsletters, Civil Engineering SOURCE, ASCE Roundup or the ASCE Leadership Letter’s section “Around the Region.”

Questions, suggestions or comments regarding ASCE DEI related activities, policies or programs should be directed to Lisa Black at lblack@asce.org  (703.295.6405).

7.0
ANNUAL REPORT & TAX RETURN FILING
Sections have two requirements for annual financial reporting. One, the Section must coordinate with the Society Finance Department to file the Section’s annual tax return with the IRS. (Some Sections may also be required to file state tax returns.) Two, each Section and Branch must submit an Annual Report by November 30 to the Geographic Services Department. Reports not submitted will cause the Section’s annual allotment to be withheld until the report is received.

8.0
FINANCES

ASCE Sections are separate organizations with their own governing documents and are controlled by each Section’s Board of Directors.  As such, Sections must maintain accurate accounting records so that they can manage their finances and prepare required federal and state tax filings.  Sections (and some Branches) have their own federal tax IDs and are classified as tax-exempt under a group exemption with the IRS. 
Branches and other Subsidiary Organizations operate under their respective Section and their financial activity must be compiled with that of their Section’s for tax reporting purposes.  The compilation of this information is an important responsibility of the Section treasurer. The Section’s Financial Reports and Excel tax worksheet are due to ASCE Headquarters by December 15.

8.1
Section Financial Manual

The ASCE Finance Department has prepared a comprehensive Section Financial Manual, which is included as Attachment 6.  The Manual is updated periodically and the most current version can be found at the LTC Resource page at http://regions.asce.org/leader-training-committee/resources under the “Section, Branch, Region Publications and Resource Documents” column.
The Manual provides important information for Section, Branch and Subsidiary Organization officials (especially treasurers) regarding financial management, accounting and tax requirements.  It is imperative that officials become familiar with the information in this manual and follow its guidance. The Society’s Finance, Legal and Geographic Services Departments are always available to assist Sections with finance, accounting and other matters.  

8.2
ASCE Collection of Section Dues

Upon request, ASCE Headquarters will collect Section membership dues as part of the collection of Society Dues.  You will receive notification each spring inviting you to have ASCE collect local dues. 

9.0
ACTIVITIES 

A Section or Branch has a responsibility to hold meetings of the members of ASCE in the area allocated to the Section/Branch; and, it has authority to set up any program of meetings deemed to be in the interests of its members. 

9.1
Contributions to ASCE Publications

Announcements and reports of Section/Branch meetings and copies of all publications should be forwarded to Society Headquarters, the Society Director, and the Region Governors. This is essential to assure continuous coordination of Section affairs and often saves unnecessary duplication of time and effort. Also, the information received provides potential copy for Civil Engineering Source and the Leadership Letter.
Every member of the engineering profession has the obligation and the opportunity to add to the storehouse of engineering knowledge. Presentations and panel discussions before Sections/Branches and contributions to Society publications are the principal methods of distribution of such knowledge within ASCE. Each Section/Branch should forward to the editors of ASCE publications all manuscripts deemed worthy of publication, whether or not they have been presented before the Section/Branch. Generally, articles of broad interest are published in Civil Engineering. More technical papers, having to do with one of the specialty fields of the profession, appear in the journals of the various national technical divisions, where they can stimulate debate.

Some Sections and Branches appoint a reporter to send all news of merit to ASCE editors. More frequently, the Section or Branch secretary assumes this responsibility as a part of his/her regular contact with Society Headquarters. Some of the unique events in Sections and Branches are reported in Civil Engineering Source. The editors are always searching for Section and Branch activities of more than routine interest. Reports of actions that place the profession in a favorable public light are especially welcome. Shorter items reporting activities or trends of general interest to the profession are equally important.

9.2
Public Relations

Every Section and Branch has the obligation and the opportunity to contribute to the public understanding of civil engineering and its greater impact on society. The messages and means of communications will vary from audience to audience. 

Presentations and panel discussions at Section or Branch meetings to fellow ASCE members and other engineering groups and contributions of technical articles to Society publications are acceptable methods of communications with this audience. 

External Audiences

In addition to your members, it is important that your Section or Branch maintain a relationship with your community, including voters, business leaders and politicians by becoming involved with issues within your community that civil engineers can impact. Your Section or Branch should also keep the community informed of any events or initiatives that you undertake that could potentially affect the community or would be of interest to them. Public Relations is an important component in building these relationships with external audiences as well as your members. 

Public Relations include dissemination of important information about activities of the Section or Branch to your members and information about your events or issues that are relevant to the general public. This is primarily done through media relations, which builds relationships with print, television, radio, and online journalists to publicize your information regarding your event or initiative to the general public. It is also an effective way to motivate the public to take action on an issue or event, such as getting them to attend Engineers Week events or to vote in support of increased funding for road maintenance or important infrastructure legislation.

In order to succeed at having your story placed with the media, you must be able to show there is value in your story to the community. 

ASCE’s Media Relations team will assist your Section or Branch with outreach to the media. You are a valuable resource in identifying local topics that relate to civil engineers. Media Relations will be able to offer you tools and resources to share your message effectively and assist you in outreach to the media. Media Relations must be aware of and approve your contact with the media, including newspaper, television, radio, and online reporters, editors and producers, and should be the main contact with the media. They serve as a liaison between you and the media. You should also check with your employer before agreeing to do an interview either on camera or over the phone, especially if you are on-the-record. 
What is News?

If you read or watch the news, it seems as if anything can be considered news these days. However arbitrary as some news items seem, often media professionals will use established criteria to determine if an event, issue or statement is newsworthy. 

The following criteria are important when considering whether your event or issue is of interest to the media:

Relevance to the Community: Print and on-line media, television, and radio broadcasts serve as a community’s town crier. People look to the news for everything from traffic reports to high school football standings. One of the most frequently asked questions a reporter or editor will ask is how your topic, issue or event affects the local community. News of a major public works program that will improve roadways and ease congestion will be of great interest to local media and their audience. A Section or Branch dinner where an ASCE dignitary is speaking may or may not be appealing depending on the accomplishments of the speaker, the topic of the speech, and the connection to the local community. Each contact with local media is an opportunity to strengthen the relationship, have your facts (who, what, where, when and most important why is it important to the public) identified prior to your outreach. 

Timeliness: Is your story idea, event or issue related to a seasonal occurrence?  While issues that civil engineers deal with impact the community daily, you will have a better shot of getting coverage if you pitch your story idea (convincing an editor, producer or journalist to cover your event or issue) when it is relevant. Releasing a news release about airport congestion may make more of an impact if released at the start of a busy travel season such as Memorial Day weekend or Thanksgiving. Getting coverage for an engineering career day at the local high school may be more likely during National Engineers Week than during the summer months when there’s no school in session. 

Human Interest: Stories of perseverance and personal achievement always capture the imagination of the public. Could there be a human interest element to your event or issue?  For example, if your Section or Branch is sponsoring a career development program for socio-economically disadvantaged students, then let the students’ accomplishments and potential be the focus of your event. Or perhaps there is an interesting story about the person responsible for the latest civil engineering feat in your community. Did he or she rise to the top of the profession despite having to overcome serious adversities?  Or will a new public works project change the economic fortunes of a formerly decaying neighborhood?  Finding the emotional thread of your event or issue could help you gain visibility for your message. 

Newsmaker: Why is it that the mayor gets coverage for throwing out the first ball at the Little League championships but your Section president cannot get attention for testifying before the city council on the need for more lanes on the city’s expressway? The media will take an interest in an event if a newsmaker, such as a celebrity, politician, local personality, or even a reporter is involved with the event. When planning a news conference or career day at a local school, invite a local celebrity to participate. Perhaps the mayor can address the audience at National Historical Civil Engineering Landmark dedication. Or perhaps the hometown NFL quarterback holds an undergraduate degree in civil engineering. Ask him or her to participate in Civil Engineering Career Day at the local high school. By  building and fostering relationships with newsmakers, not only will you gain an influential supporter, but you will also raise the visibility of your organization and profession.

Background Information: Often when there’s an issue that is receiving a lot of attention, news organizations are anxious for any background information or related stories to expand their coverage of the topic. If appropriate, offer to provide background in the form of expert opinions, spokespeople, results from past studies or surveys, or your Section or Branch’s position on the issue. For example, if the community is engaged over a debate regarding expansion of a major roadway through a residential area, offer ASCE position papers on infrastructure maintenance. Offering your Section or Branch as a source with credible information is a sure way of building a long-lasting relationship with the media.
Controversy: Nothing sells more newspapers or boosts ratings like a controversial topic and most publications and television and radio stations are in the business to profit. Even though chances are that your Section or Branch may never become mired in anything more controversial than the ramifications of a roadway or bridge expansion, know that these types of issues are more likely to be covered by the media than a Section dinner at the Elks Lodge.

Entertainment Value: Because of the gravity of most news stories, it is not unusual for editors or producers to feature some light-hearted story or “news-of-the-weird.” Keep this in mind when pitching an event such as a toothpick bridge building contest. While there is usually an educational message underlying a bridge building contest, the media may find the novelty of building a bridge with toothpicks appealing to its audience. The educational message will get through as well.

    
Visuals: A strong visual component is especially important to television and print media since they both rely on either film or pictures to help tell their stories. Take this into consideration when planning an event such as a news conference or dedication. A news conference is not always a draw for the media, regardless of the significance of your announcement, especially if your visual is a series of talking heads in front of a podium. Be creative with the props you use or the location you select for your event or news conference. For example, if your Section or Branch is releasing the results of an Infrastructure Report Card, consider holding a news conference at a school that has temporary trailers for classrooms to underscore the problem of overcrowded classrooms or at the intersection of a major traffic artery to illustrate road conditions. Print an oversized Report Card so that the cameras can view it with ease. These details will not only help in conveying your message, it can make the difference in whether your event gets front page coverage or a two-line blurb in the metro section.

          
ASCE Newsworthy Events and Issues: There are a number of events and issues that have proven to be of interest to the media in various markets across the country. ASCE recommends the following events and issues as having potential for newsworthiness:

Outstanding Civil Engineering Achievement Award (OCEA): This prestigious award is presented each year to the most outstanding civil engineering project. Often the award is presented to a project that has been widely followed within the community it serves. Because of the community interest in the project and the significance of the award, the potential for media coverage is good. To maximize that potential, be sure to plan a dedication ceremony that is visually strong and features local newsmakers. A project need not win the national OCEA Award to gain news coverage. Announcing a state or regional OCEA designation can be just as effective.      

National Historical Civil Engineering Landmark Dedication (NHCEL): Just as with OCEA, NHCEL is a unique distinction that your Section or Branch will want to tout to the public. Typically, the landmark in question is a beloved and recognized part of the community. As with OCEA, your Section or Branch should plan a dedication ceremony that is media-friendly.

Engineers Week: This annual observance is an opportunity to celebrate the achievements of civil engineers, educate the public about the profession, and encourage students to consider engineering as a career. There are a number of events that occur yearly during this week that have consistently drawn attention from the media including the New Faces of Civil Engineering Professional and College Editions as well as the Future Cities Competition. Because this observance takes place during the same time each year (during the last week in February) your Section and Branch has enough lead time to plan a newsworthy event that would capture the media’s attention in your market. For ideas on activities, visit Engineers Week Website at www.discoverE.org.

Excellence in Journalism Award: The Excellence in Journalism Award is a wonderful opportunity to recognize the media for covering issues and projects that raise the profile of civil engineering.  It also is an excellent opportunity to build direct relationships with those who cover issues and projects of interest to the Section or Branch. Presenting the award at a news conference will not attract much attention, unless the award is presented at the project site that was the focus of the journalist’s article. If there is not a strong visual to accompany the award presentation, then the Section or Branch should work with the journalist’s publication to run a story on the award or issue an ad congratulating him or her on receiving the honor.
New Public Works Projects and Construction: Public works and new construction projects are usually of great interest to the community, and consequently to the media who will cover every possible angle of such projects from budgetary issues to disruption of traffic. If appropriate, your Section and Branch can offer background material or expert opinion on the project or use the project to open discussion about an issue or topic.
Infrastructure Maintenance: Since every community relies heavily on its infrastructure to maintain its citizens’ standard of living, keeping roads, bridges, airports and water supplies in good condition is a community issue. ASCE supports timely infrastructure maintenance and modernization and encourages Sections and Branches to educate the public and legislators about why investing in infrastructure cannot remain an “out of sight, out of mind” issue. 
State Infrastructure Report Cards: The success of “ASCE’s Infrastructure Report Card” (www.infrastructurereportcard.org) has inspired a number of Sections and Branches to develop their own Report Cards through the State Report Card Program. A state Report Card on Infrastructure has the potential to be an appealing product for the media and a useful tool to educate elected officials, provided that the results are packaged so that it attracts their attention. For more information on developing and releasing a Report Card on Infrastructure, email reportcard@asce.org to receive the Report Card Guidebook and state-specific guidance from ASCE’s Government Relations staff. 
          
Professional Achievement of Section or Branch Members: Most newspapers have an “On-the-Move” section that lists job promotions and professional achievements of local leaders. A news release sent to the editor that lists your Section or Branch newly-elected officers or a distinguished achievement of a member is a quick way of gaining recognition for your Section, Branch or member. 

Public Relations Coordinator

ASCE encourages every Section and Branch to appoint a Public Relations Coordinator to manage media requests and broadcast Society efforts to the public. The PR Coordinator is a volunteer position and is encouraged to work with ASCE’s Media Relations staff on any media initiatives. 

The ideal candidate will be comfortable with message development, press relations, and public speaking. Responsibilities may include:

· Serving as a liaison between the Section/Branch leadership, ASCE staff, and the media.

· Monitoring and identifying opportunities to engage with the public on local issues.

· Participating in ASCE’s training opportunities such as webinars, PR University, and the Legislative Fly-in

· Publicizing Section/Branch initiatives and events to local media 

The PR Coordinator role can work in conjunction with the ASCE Media Relations staff on the responsibilities mentioned above. For more information or to answer any questions, please contact Kevin Longley, Media Relations Manager at  klongley@asce.org. Please don’t forget to send any photos or advocacy efforts for our ASCE Government Relations social media. 

9.4 Pre-College Outreach 

The mission of Pre-College Outreach is to empower members to help develop a large, diverse population of future civil engineers and knowledgeable citizens. ASCE encourages all Sections and Branches to identify at least one person to be an Outreach Champion. Champions will interface with ASCE Headquarters and each other to share best practices and assist with various inquiries. The name and contact information for the Champions can be sent to outreach@asce.org.

ASCE maintains an active pre-college outreach program that:

· Provides education and support for member volunteers

· Informs students, educators, and the general public about the important role of civil engineering

· Start by checking out the Pre-College Outreach page: http://www.asce.org/pre-college_outreach/ 

Support for outreach volunteers includes:

· A wide range of outreach supplies including age-appropriate activity guides and brochures, posters, pencils, bookmarks, and more at http://www.asce.org/pre-college-resources/. 

· Training videos and other resources to improve outreach efforts at http://www.asce.org/pre-college_outreach_training/.

· Civil Engineering Clubs http://www.asce.org/civil_engineering_club/  for middle and high school students provide an opportunity to mentor interested students. Club manuals provide useful information for setting up a club, as well as hands-on activities in bridges, transportation, and water resources.

· “What Do Civil Engineers Do?” https://www.youtube.com/watch?v=cJaRjI7K-Lw, an engaging 6-minute YouTube video suitable for classroom and career fair presentations. A downloadable version is also available.

· Dream Big, a documentary about engineering, is more than just a film. It’s a complete outreach package, with over 65 engineering activities, 10 educational webisodes, guides for conducting outreach events, and more! The educational materials can be accessed at http://www.discovere.org/dreambig. To find out more about ASCE efforts behind Dream Big visit http://www.asce.org/dream-big/. 


9.5 
Professional Conduct
Every member of ASCE must adhere to the professional standards of the ASCE Code of Ethics and the "Guidelines to Professional Practice under the Code of Ethics." The Society has had a Code of Ethics since 1914. The Code of Ethics and Guidelines to Practice can be found on the ASCE website and in the Official Register.

Every member of the Society has a professional responsibility to report to the Society any observed violations of the Code of Ethics. The Committee on Professional Conduct (CPC) may direct a formal investigation of an alleged violation of the Code. Complaints against a member may be submitted by members or nonmembers. Only the Society’s Executive Committee or Board of Direction has the authority to take disciplinary action. Disciplinary actions require a full hearing to determine whether a violation has occurred, and these hearings may be initiated upon the recommendation of the CPC or upon the written request of ten or more members.

The Section/Branch plays a vital role in maintaining high standards of ethical conduct. First, by holding meetings, seminars, and panels on professionalism and ethics, Sections/Branches help to educate their members in proper ethical conduct. Second, the Section/Branch can assist the CPC in identifying potential violations by reporting alleged violations from local media reports or other news sources. Third, the Section/Branch may serve as a local resource for the CPC, by assisting the national Committee on Professional Conduct in conducting investigations to determine the facts in alleged violations of the Code. 

Because of the confidential nature of professional conduct matters and the potential damage to the reputations of individuals who may be innocent of the charges, Section officers should be extremely careful in these matters. The Society’s Executive Director or the staff liaison to the Society’s Committee on Professional Conduct at Headquarters should be contacted if questions arise.

9.6      Diversity Programs

Fostering an inclusive civil engineering community, ASCE’s Strategic Partnerships offer a broad range of networking and relationship building opportunities.
· The National Society of Black Engineers (NSBE): www.nsbe.org   

· The National Society of Hispanic Professional Engineers (SHPE): www.shpe.org 

· The Women in Engineering Pro Active Network (WEPAN): www.wepan.org
· The National Society of Women Engineers (SWE): www.swe.org
· The American Indian Science & Engineering Society (AISES)  www.aises.org 

· The National Association of Minority Engineering Program Advocates (NAMEPA) www.namepa.org
· The AAAS Project on Science, Technology & Disability 

· The National Action Council for Minorities in Engineering (NACME) www.nacme.org 

· DiscoverE Diversity Council (formerly National Engineers Week) www.discovere.org
More information on Diversity Programs can be found at www.asce.org/diversity
9.7
Prizes and Awards

There are two general classifications of member prizes and awards of concern to Sections/Branches. First, there are prizes and awards by the Society to individual members for outstanding professional and technical achievements and for projects. Second, there are prizes sponsored by the Section/Branch, either for its members or for students belonging to chapters in the area. The current inventory of Society Awards can be viewed at https://www.asce.org/awards/.  Sections should encourage and recognize individual achievement.

Sections/Branches sponsor their own contests and awards programs and submit these awards in the Society’s competition. Typical Section awards include: an "outstanding senior" award which may consist of the payment of the first-year dues to ASCE; awards for papers presented; attendance records; as well as an Engineer of the Year. Forward any information on special efforts by Sections to select an Outstanding Civil Engineering Achievement (OCEA) for Society recognition to the Region’s Society Director.  Entrants  into Section OCEA competitions are expected to also be entered into the national competition by the June 1 deadline.  

The Leader Training Committee (LTC) awards the Outstanding Section and Branch Award to recognize Sections and Branches that have made outstanding contributions to the Society and their community through their programs and activities and the Outstanding Section and Branch Web Site Award. See Appendix 15 for additional entry information and forms.

9.8
Public Policy Advocacy

ASCE encourages State Councils and Sections/Branches to take a more active role in shaping public policy at the national, state and local levels. As civil engineers, we must be acutely aware of the decisions being made in government that affect the way we carry out our professional duties in service to the public.

ASCE Sections are permitted to lobby and educate public officials about issues affecting civil engineering. However, as a tax-exempt organization {501(c)(3)}, the Internal Revenue Service does place some restrictions on lobbying by your organization; and strictly prohibits participation in any partisan political campaign on behalf of or in opposition to a candidate for public office.

Despite these limitations, we each have an obligation to be involved in government affairs. As Citizen Engineers, we can provide the best technical information and advice to public office holders and thereby, allow them to make informed decisions on issues which impact public welfare.

At the federal level, ASCE members are encouraged to join the ASCE Key Contact Program. This program gives you the opportunity to get involved in the Congressional debate.

ASCE Key Contacts receive Key Alerts, which contain timely information about important civil engineering issues and advice on how to best influence the legislative process. The Key Alert contains all the information necessary for composing a cogent letter to your Member of Congress. For more details about the ASCE Key Contact Program, please contact the Washington Office at govwash@asce.org. Also see Appendix 9 for additional details.

It is ASCE’s goal to have a public policy advocacy program established in every State and the District of Columbia. At the state and local levels, State Councils, Sections and Branches are expected to take the lead in public policy involvement activities. Many Sections and State Councils have created a legislative affairs committee to oversee these activities. These activities include: (1) tracking legislation and regulations of importance to civil engineers; (2) arranging and documenting meetings between engineers and legislators; (3) testifying before state and local legislative and regulatory bodies; (4) promoting qualified engineers for appointment to state positions; and (5) building coalitions with other professional engineering and industry organizations.

If your State Council, Section or Branch is interested in starting a state government relations program, please contact the Government Relations Department at govwash@asce.org.

9.9
Endorsements

The constructive contribution of civil engineers to the profession of engineering is often affected by the operation of:

· Examining and Registration Boards

· Governmental Departments and Agencies

· Public Policy-making Commissions and Authorities
Each Section/Branch should have some recognized procedure for endorsing engineers for service to the above when their particular knowledge is in the public interest. A special standing committee for this purpose has proven to be effective.

9.9.1
 Endorsements for Non-ASCE Conferences

A Section/Branch may receive requests to endorse non-ASCE conferences. Such endorsements should only be given after careful evaluation.

9.10
Other Local Organizations

Sections and Branches are encouraged to associate and cooperate with local groups of other national organizations in engineering councils or action groups devoted to community and state affairs. Sections/Branches should not, however, incorporate in their constitution or bylaws any provisions for affiliation with other organizations without prior approval of the national Board of Direction. Also, Sections/Branches must not affiliate with any movement or organization that is national in scope since ASCE is national and international in its activities.
10.0
Student Chapters

10.1    Student Chapter Activities
Within the area of nearly every Section/Branch there are one or more Student Chapters. Student Chapter members are eligible for membership in the Section (as Society Student Members). Efforts to engage student members are encouraged to support students’ pre-professional experience, expand their exposure to the profession and ASCE, and help them see the long-term value of being a member of the Society. Common activities include:

* Joint meetings of Sections/Branches and younger member groups with Student Chapters 

* Furnishing speakers for Chapter or International Student Group meetings. 

* Assistance with arrangements for field trips. 

* Prizes, awards and scholarships. 

* Sponsorship and assistance for student competitions

* Assistance with employment opportunities.

* Events to welcome students to the profession and talk about the value of ASCE membership beyond graduation

* Advice in registration procedures and the sponsoring of refresher courses for registration exams. 
* Encourage and support Practitioner and Faculty Advisors to attend the Practitioner and Faculty Advisor Training Workshop (PFATW) held each year.
The requirements for establishment of a Student Chapter are outlined in the ASCE Bylaws. All ASCE Student Chapters operate under the direction of the Department of Student and Younger Member Programs at ASCE Headquarters. A handbook - Student Chapter Basics – Guide to Establishing a Student Chapter is available from ASCE headquarters. Please email student@asce.org with specific questions relating to ASCE Student Chapter activities or to communicate with ASCE’s Committee on Student Members (CSM).
10.2    Student Chapter Advisors
Each Student Chapter, as identified in 10.1 above, should have at least three appointed advisory personnel: a Faculty Advisor and two Practitioner Advisors. The Faculty Advisor is appointed by the University Department Head since the Student Chapter is part of the university and is affiliated with ASCE. The Practitioner Advisors are appointed by the Local Section Board of Directors. All are approved by the Section Board of Directors for three-year terms.  Practitioner Advisors, should be practicing engineers who can offer students a point of contact to both the professional practice of civil engineering and the activities of the Section. It is very important that the Section/Branch seek replacements for Practitioner Advisors when necessary. Such an appointment is a richly rewarding experience.

Sections/Branches should support a Student Activities Committee composed of the Practitioner Advisors, Faculty Advisor, and other interested members, especially recent graduates. The Leader Training Committee strongly recommends that Practitioner Advisors and Faculty Advisors to Student Chapters be invited to attend Section board meetings, be considered for "ex-officio" members of the board, and report on the activities of their student chapters organizations.
11.0
COUNCILS

Councils are organized under the ASCE Bylaws. The Bylaws provide an overview of Council activities. The Official Register contains a complete listing of Councils.

11.1
Establishment of Councils

A Council may be established by the Board of Governors of their Region, upon

written request from two (2) or more Sections for formal affiliation. If a Council adopts governing documents those documents and any amendments thereto shall be approved by the Region Board of Governors. Any Council may be dissolved or reformed by the Board of Governors of their Region.
.

11.2
Activities of Councils

A Council of Sections promotes the interchange of ideas and information among Sections in a joint meeting of the members or representatives of several Sections in an area. Following are some suggestions for making meetings meaningful:

· Each Section, in the Council, in rotation, should serve as host. Appoint a committee of delegates from the participating Sections to begin planning a year ahead for each meeting.

· A hotel with ample accommodations, acceptable to the members of the Council, ideally near some important engineering project, provides an excellent meeting location.

· Professional papers on issues of general interest, excursions and social events are all worthwhile parts of the meeting program. However, Council business is of primary importance.

· Consider inviting local Younger Member Groups and Student/Chapters/ International Student Groups in the area to participate.

· Invite ASCE Society level officers.

12.0
REGIONS
Regions are developed and organized under the ASCE Bylaws. There are two kinds of Regions – both based on membership.  There is one Technical Region comprised of those who are members of the Institutes, and there are ten Geographic Regions comprised of those in specific geographic areas. Within the Geographic Regions there are nine domestic Regions and one International Region. The Official Register contains a complete listing of Regions.

12.1
Purpose and Objectives of Regions
<
Strengthen the Society by serving as an intermediary governing body that provides support to all entities within the Region and bridges communication between Society and Region entities that include Sections, Branches, Younger Member Groups and Student Chapters.
<
Function as a resource to the Sections/Branches and support their efforts. Care should be taken that the policies and procedures of the Board of Governors are designed for the benefit of the Sections/Branches.  

<
Promote Society candidates from within the Region.

<
Participate in Multi-Region Leadership Conferences.

<
Perform the duties as defined in the Society’s Bylaws and the additional duties defined in the Society’s Rules of Policy and Procedure.

<
Lead Regional activities that may include Region Assemblies, scholarships and awards.
<
Promote media relation opportunities within the Region and foster communication with the public-at-large. 

<
Provide leadership in the Region to address local legislative issues.

13.0
ASCE ORGANIZATIONAL STRUCTURE
The Society provides help to Sections and Branches in performing their activities. This chapter outlines the interaction between the Society and the work of Sections and Branches.

13.1
Board of Direction

The corporate power of the Society is vested in the Society’s Board of Direction, subject to the Constitution of the Society. The Board of Direction provides Bylaws which prescribe regulations for the exercise of the corporate powers vested in it. The Board of Direction makes an annual report to the membership, which includes a financial statement and other matters as may be deemed appropriate. It is an acceptable practice for Sections/Branches to invite Society level officers to attend their functions. Appendix 3 offers information to assist in the planning and preparation of a visit by a Society leader.

13.1.1
Geographic Units
Sections are formed to meet the technical and professional needs of members at the local level and to assist them in accomplishing the purposes of the Society. Many Sections have formed Branches to serve members at one or more centers of engineering populations in these areas.

13.1.2
Election of Officers

Procedures for nomination and election of ASCE officers are set forth in the Society's Constitution and Bylaws. These provisions assure representation for all members. 
The steps for nominating and electing officers are prescribed in the Society's Bylaws.

13.2
Committees

ASCE’s committees carry on constructive activities for the Society as indicated in the Official Register. The Board of Direction appoints or delegates committee members to the appropriate umbrella committee, designates the chairs, and outlines the duties of all committees. Committees assist, through investigation and recommendation, the Board of Direction in the responsibility of planning and managing Society programs and business.  These committees are outlined in the Society Bylaws and the Rules of Policy and Procedure in the Official Register. 
13.2.1
Administrative Committees
Administrative Committees, composed partly of members of the Board of Direction and partly of members from the membership at large, or entirely of members from the membership at large, are appointed by the Society President with Board approval.



13.2.2
Board Appointed Committees
Many committees are considered Society Level Committees and as such report directly to the Board of Direction. These committees are listed in the Official Register.
13.2.3
Joint Committees

The Board of Direction appoints from its own members or from the membership at large, specially qualified persons to represent the Society on committees formed jointly with other organizations for the purpose of advancing the technical, professional, or economic status of engineers.

13.2.4
Appointments to Society Committees
Appointments to Professional and Technical committees recognize individual talents and diversity, both geographically and among fields of occupation. Recommending men and women of exceptional ability or willingness to serve on an appropriate body is a service to the Society. Such names can, and should, be suggested by members at any time. Sections play an important role in nominating members.
13.3
Leader Training Committee (LTC)
The Leader Training Committee (LTC) consists of 9 Society members, including 7 current or past Geographic Region Governors.  Seven different Geographic Regions are represented.
LTC has the following responsibilities:

· Coordinate activities of the geographic units

· Foster communications between the Society and the geographic units

· Plan and executive the Multi-Region Leadership Conferences

· Plan and execute the Presidents and Governors Forum
· Develop training opportunities for Society entities as approved by the Board of Direction

· Act as a forum for exchange of best practices among the Regions

· Develop and maintain interactions between institutes and geographic units

· Develop and maintain applicable operational handbooks

Sections and Branches should feel free to call upon any member of LTC for advice, or to make suggestions regarding new or improved Section procedures or activities. 

13.3.1
Presidents and Governors Forum
The Presidents and Governors Forum (PGF) is held annually for Presidents of Sections and Branches and Region Governors. Section and Branch officers and Region Governors. Attendees have an opportunity to learn about Society goals and initiatives, share best practices, ideas and information on better ways to serve the ASCE membership and public communities, and network with their peers from around the world. 
The objectives of the meeting are to:

· Provide an information exchange between Society Officers, Section and Branch presidents, and Region Governors 
· Provide a follow-up to the Workshop for Section, Branch and Institute Leaders conducted at the Multi-Region Leadership Conference


13.3.2    Workshops for Section, Branch and Institute Leaders (WSBIL)

One of the best ways to strengthen the program of activities in each Section is the exchange of ideas and methods. To provide for and encourage such exchange, the Leader Training Committee sponsors a series of Multi-Region Leadership Conferences for Section and Branch Officers called the Workshops for Section, Branch and Institute Leaders (WSBIL). 

The WSBIL’s expose incoming officers of Sections and Branches to programs and activities of the Society and provide them with the tools and inspiration to be effective leaders. Other benefits include opportunities to meet Society staff and officers at all levels, to exchange ideas with contemporaries, Younger Members and students, and to be exposed to issues at the Society and Regional level.
Every Section and Branch is invited to participate in one of these workshops annually. Attendance at the conferences is authorized for delegates from each Section and Branch. ASCE reimburses for appropriate travel expenses of delegates on a basis established by the Board of Direction.
14.0
SERVICES, SUPPORT AND COMMUNICATIONS 

14.1
Headquarters Staff

The Geographic Services Department staff supports the leaders of the Sections, Branches and Regions. 

14.2
Publications

Numerous publications help Sections and Branches carry out their work. A current listing of ASCE publications and other resources to aid Sections and Branches is available on the Leader Training Committee website at http://regions.asce.org/leader-training-committee/resources 
14.3
Newsletter

Regular reporting of Section/Branch affairs to the members through a local newsletter should be a primary responsibility of Section/Branch leadership. Newsletters are vital for assuring involvement and enthusiasm of active members and for attracting new members. Many Sections and Branches generate advertising revenue through their newsletter via advertisements. (Note, however, that advertising revenue may be subject to federal Unrelated Business Income Taxes if the revenue exceeds the cost of production).
ASCE recommends that Sections distribute their newsletters to all assigned members. You may also wish to consider distributing to your Newsletter to your Region Governors and the Geographic Services Department Staff (nberson@asce.org).  
Occasionally there may be sensitive topics or issues which the editor should check with ASCE Headquarters, due to potential legal ramifications. An example would be Competitive Bidding, where antitrust considerations prohibit ASCE and its Sections from publishing anything which prohibits or limits the submissions of price quotations for engineering services by members, or which implies that the submission of price quotations for engineering services by members is unethical, unprofessional or contrary to any policy of the Society.

14.4
Logotype Policy

ASCE has developed corporate identity standards, referred to as Official Society Marks, and provides camera ready reproduction art for Sections/Branches/ Student Chapters to use on official Society stationery or other productions. Refer to Appendix 10 for further details. There is also a branding toolkit available at www.ascebrandingtoolkit.org where you can access different formats of your logo.

14.5
ASCE Collaborate (Higher Logic)
ASCE COLLABORATE (http://collaborate.asce.org), serves as ASCE’s exclusive member’s only community. 
The community has five discussion forums for you to ask professional and technical questions from members around the globe. You will notice separate groups for Sections, Branches, and committees where you can communicate and share files. You can also find a member directory where you can search for other ASCE members. For additional information, contact Tirza Austin at 800-548-2723, ext. 6053 or at taustin@asce.org 

ASCE Mentor Match facilitates mentoring relationships around the globe based on topics of interest and experience level. This program is for ASCE members only. If you have any questions you can contact Tirza Austin at taustin@asce.org
 14.6 
Recognition Items


Certificates embossed with the ASCE logo are available from Geographic Services for a nominal fee. A customized certificate incorporating a personalized citation may also be purchased. Section and Branch Past President pins are available for a nominal cost as well. Information and an order form may be found in Appendix 12.


14.7 
Social Media Tools

Interested in learning how your Section or local group can effectively use social media to reach members and get your message across? Visit ASCE’s online Social Media Cheat Sheet to get connected with resources that can help you make the most of your effort at http://regions.asce.org/leader-training-committee/resources . Whether you’re new to social media or have been at it for a while, the social media team can help you create a strategy that will better position you for success. Just remember, before getting started, submit a social media request: http://smp.asce.org/submit-a-social-media-request/. Already established on social media or have any questions? Contact the social media team at socialmediahelp@asce.org. 

15.0
ACTIONS REQUIRED OF SECTIONS

Sections and Branches play an important role in the functioning of the Society. Some of the most important actions required of Sections are outlined in the following paragraphs.

15.1
 Annual Tax Returns
Sections must file tax returns with the IRS and certain states annually.  The federal returns need to be filed with the IRS by February 15 after the end of the September 30 fiscal year.  The Section’s Financial Reports and Excel tax worksheet are due to ASCE Headquarters by December 15. Generally, the return should be filed via certified mail by February 15, but the IRS allows for a 3-month extension with the filing of the required extension request. ASCE’s Finance Department can provide more information.
15.2
Honors, Awards and Scholarships/Fellowships
The Society Honors and Awards Program has as its basic objective the advancement of the engineering profession by emphasizing exceptionally meritorious achievement. Traditionally such accomplishments have been in the form of contributions to the profession, achievements in a particular civil engineering discipline or published work such as technical papers. The awards are made by the Society, on the recommendation of Society agencies designated in each particular case. 

Most of these honors may be presented yearly. Details, including eligibility and presentation, appear in each award’s rules as presented online at www.asce.org/awards.  Society Awards are presented at various venues throughout the year, with the major award event scheduled in conjunction with the Society’s Annual Convention. Each Section should have an awards program to honor local achievements and should nominate its members for Society Awards. 
Sections are also urged to nominate eminent engineers for ASCE’s highest honor, Distinguished Member, and for Outstanding Projects And Leaders (OPAL) leadership awards in the categories of Construction, Design, Education, Government and Management.  Sections with Engineer of the Year awards are strongly urged to develop these candidates into nominations for both Distinguished Member and OPAL leadership awards.  Sections that recognize Projects of the Year are urged to ensure winning projects are entered at the national level for Outstanding Civil Engineering Achievement (OCEA) awards.  

The Society supports the education of the next generation of civil engineers through a robust program granting Scholarships and Fellowships.  Eligible undergraduate and graduate students must be ASCE members in good standing.  Sections and Branches are asked to promote these opportunities through their newsletters and social media outreach.  Contact awards@asce.org for further information or assistance.  

A special committee in the Section/Branch should be charged with the Section's award program.

Several Section and Branch Awards are also sponsored by the Society including the Outstanding Section and Branch Award, and Outstanding Section and Branch Web Award. Information on these awards is available at http://regions.asce.org/leader-training-committee/awards 
15.3
Important Dates

Headquarters staff develops and issues a listing of important dates which require action by the Sections.  Appendix 11 provides an action calendar for important dates and events. This calendar is updated by the Geographic Services Department. Please refer to the most current calendar for up to date information on dates and activities affecting Sections and Branches.
15.4
Operations Manual

Each Section should create and maintain an Operations Manual. This publication should contain statements of the organization, duties and responsibilities of officers, committee chairs, committees, and Branch officials, and procedures. The manual should be organized to show each standing committee under the general heading of the elected officer with whom the committee is to function. An organization chart, general calendar of events, and a copy of the constitution and bylaws could also be included for reference. 

15.5 
Good Governance Policies

As part of its increased focus on governance practices of nonprofit organizations, the IRS amended the annual tax return for non-profits to include questions concerning the adoption of several "good governance" policies by the reporting organization. While adoption of these policies is not mandatory, the policies are thought to play a valuable role in ensuring that tax-exempt and charitable organizations take good care of the funds entrusted to them by the public, and organizations without such policies may be subject to increased IRS scrutiny in the event any additional "red flags" are identified in the nonprofit's annual tax report.
The four recommended policies address: 1) conflicts of interest; 2) reporting fraudulent/dishonest conduct (whistleblowers); 3) record retention; and 4) partnering with non-charities. ASCE has adopted these policies at the Society level, and for compliance at the Section/Branch recommends the following: 1) all Section/Branch officers should be required to sign conflict of interest disclosure forms on an annual basis (a sample disclosure form is included in attachment 14); 2) Section Boards should adopt policies on whistleblowers, record retention, and partnering with non-charities (sample policies are included in attachment 14).
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