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INTRODUCTION 

TO RECIPIENTS OF THIS ALABAMA SECTION GUIDE 

This guide is designed to assist the officers and committee chairs of the Alabama Section IEEE by 
providing information concerning their responsibilities and assignments in a manner that will assist them 
in understanding and starting their new assignments.  Since it contains guidelines, it is unofficial and does 
not require the officers or committee chairs to follow its suggestions.  This guide has been prepared from 
the experience of officers and committee chairs of past administrations, and identifies the approaches 
that worked well in the past along with reminders of things that must be coordinated throughout the 
administrative year.  References to Bylaws, headquarters material, etc., are intended to assist the 
individual and to eliminate long searches through IEEE documents.  It is hoped that this guide will make 
the tenure of the officer or committee chair easier, thus, resulting in a pleasant and rewarding experience.  
If this occurs, the Alabama Section will benefit. 
 
The Alabama Section, established on May 22, 1929, is the largest in the state, covering 46 of Alabama’s 
67 counties.  It includes not only the greater Birmingham area, but also the Montgomery Subsection, and 
in the year 2000 had 759 Members, 177 Senior Members, and 18 Fellows.  Two other Sections in 
Alabama are located in Huntsville and Mobile. 
 
There are perhaps four major areas that are vital for the Section and Technical Societies to function well 
and enable continued growth. These are: 
 
1. Meeting location.  Members must be able to readily access the location, enjoy the facilities, and 

feel they are receiving value for the expense if meals are involved. 
 
2. Program content.  Attractive programs of wide interest and relevant information must be 

presented to the members, and typically they should be planned and committed months ahead. 
 
3. Effective marketing.  Members must be informed of and reminded of each meeting, the location, 

date, time and program. 
 
4. Adequate preparation.  Presiding officers and speakers should be well prepared to conduct the 

meeting in a professional manner.  All audiovisual and sound equipment should be checked and 
ready for the meeting. 

 
Since several officers of the Section have responsibility or oversight duties in connection with the above 
items, this information is considered applicable to each and all, and is presented here instead of being 
repeated in every section of the this document. 
 
These guidelines offer suggestions for performing functions in the Alabama Section; only the Alabama 
Section Bylaws are official and binding.  (The Bylaws are included as an appendix.)  The creativity and 
initiative of the leaders involved are encouraged.  Whenever improved approaches or new ideas occur, 
they should be preserved for future administrations by including these, where practical, in the guide. 
 
To keep the guide current, the suggested plan to update or improve it is as follows: 

1. The responsibility for updating the Alabama Section Guide will normally be that of the Vice Chair 
of the administrative year in which the changes occur.  Therefore, at the end of the administrative 
year, the guide in the possession of the past Chair and Committee Chairs will be returned to the 
outgoing Vice Chair for updating. 

 
2. After required changes are made, the guide will then be reassigned to new officers and the 

committee Chairs for the new administrative year by the Section Vice Chair of the new 
administrative year.
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3. Recipients of these guides are encouraged to add suggestions for improvement throughout the 
year in order to refer these proposed changes to the Vice Chair. 

 
4. An electronic copy of the current Guide is maintained on the IEEE Alabama Section Internet web 

page at address: http://www.eng.uab.edu/ieeea. 
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CHAIR 

I.  INTRODUCTION 
 

Although the SECTION OPERATIONS GUIDE from IEEE headquarters provides an excellent 
general guide concerning the responsibilities of the Section Chair, this guide provides details for 
the Chair of the Alabama Section. 
 

II. ORGANIZATION 
 

The organization of the Alabama Section is described in the Alabama Section Bylaws.  The 
Chair is elected by the Section membership, and is the principal administrator of the Section, 
responsible to the Executive Committee.  The Section Chair recommends candidates for the 
committee chairs for the approval of the Executive Committee, and appoints them.  Once the 
committee chairs are appointed, the Section Chair is responsible for the coordinated functioning 
of the Section's administrative activities. 
 

III. DUTIES 
 

Note: In the following, "committees” means the 18 standing committees enumerated in Article IX, 
Sec. 1 of the Bylaws.   

 
A. The term of the Section Officers begins upon installment in the December meeting of the 

Section.  Before the first Section meeting in January, the new Section Chair should 
recommend to a joint meeting of the Executive Committee and all committee Chairs the 
goals and objectives of the forthcoming year and get the input and the endorsement of 
the group.  In the first Section meeting it is recommended that the new Section Chair 
share the goals and objectives with all members.  Committee goals should be used to 
develop Section goals; not all committee goals will be Section goals. 

 
B. In January, check with each committee Chair by telephone.  This is the difficult period 

since many replacements to committees often occur at this time.  Have the  
Committees met?  Are they clear on what they should be doing at this time?  Are there 
roadblocks you can solve?  Request committee goals. 
 

C. In January, check to see that the Treasurer has ascertained that Section finances are in 
good order and has completed and mailed the Annual Report of Section Finances to 
IEEE headquarters.   Check to see that the Secretary has prepared and submitted to 
IEEE headquarters the L-31 reports for the previous calendar year.  These are reports of 
Section meetings, technical society meetings/activity and the Officer Confirmation form, 
including meeting and officer information for the Section, Subsection, Chapter and 
Affinity Groups.  These reports are to be submitted to IEEE headquarters on or before 
the deadline for the Section Rebate, which is usually within the third week of February, 
and the Section could lose rebate dollars if not done on time.  These reports normally 
are prepared and sent under combined efforts of the Treasurer and Secretary. 

  
D. In January, ensure that meeting programs are being arranged well in advance for the 

remainder of the year. 
 
E. At the January Executive Committee meeting, develop a plan for contacting the key 

officers and managers of major companies employing IEEE Alabama Section members 
to request their support for employee attendance at Section meetings. 

 
F. By February 15, verify with Audit Committee Chair that audit is completed.  
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G. In May, name a Nominating Committee (see Bylaws Article VII).  They must issue a 

“Call for Nominations” by the June meeting and Section members must submit 
nominations within one month of the “Call for Nominations”.  After verifying the eligibility 
and willingness to serve of all candidates, the Nominating Committee will select from all 
such submissions a slate of candidates for submittal to the Section Executive 
Committee for ratification. They must communicate the slate of candidates to the 
Section members by the September meeting and also accept nominations by petition for 
a period of 28 days following that meeting. 

 
H. By August, check to ensure that all matters concerning the September meeting have 

been attended to properly.  Remember that Labor Day often requires a shift in the 
meeting from the first Monday in the month.  The meeting should be after Labor Day 
because of vacation conflicts.  Check to ensure that meeting notices are prepared and 
transmitted ten days in advance of the meeting. 

 
I. In September, but no later than October 15th, the Section Chair and Vice-Chair (normally 

the incoming Chair) should develop a slate of names for Chairs of standing committees 
(see Article IX of the Bylaws) for the coming administrative year.  As a general rule, all 
incoming Section Officers should be involved, since committee Chair selection is 
considered one of the most important functions of the year. 

 
J. In September or before, determine whether the Social Committee is planning a Christmas 

Party or a Spring Social.  If a Christmas Party, start publicizing it at the October meeting 
because the members' calendars fill up quickly.  If a Spring Social, start publicizing it at 
the March meeting.  Each event should be self-supporting without subsidy from the 
Section's operating funds. (The Golf Tournament has funded these socials in past years.) 

 
K. In September, at the Section meeting, announce the new slate of officer candidates 

recommended by the Nominating Committee and open the nominations to the petition 
process for 28 days.  At the October meeting, officially have all names placed in 
nomination.  At the November meeting, hold election of officers for the coming year. 

 
L. In October/November, select recipients of the Chairs’ Award(s) for Excellence and check 

with the Awards Committee on selection of the Section Spark Plug Award.  Arrange for 
the Awards Committee to make presentations at the December meeting. 

 
M. In October, check with the Vice Chair to verify that the Program Committee has 

confirmed programs for at least the January and February meetings. 
 
N. In October, check to ensure that plans for a Student-oriented meeting are being 

coordinated by the Student Activities Chair, the Program Chair, and the Publicity and 
Public Relations Chair.  Work with Members-at-Large who have Student Activities in 
their area of responsibility. 

 
O. In November or before, request reports from committee chairs to be submitted to the 

Section Chair by the December meeting. 
 
P. By December 1, establish all meeting dates for the upcoming year, for both the 

Executive Committee and the Section (taking into account potential Labor Day and New 
Year's Day conflicts with usual first Monday in the month meetings). Coordinate with the 
incoming Arrangements Committee and Social Committee Chairs to finalize 
arrangements for all meeting locations. 
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Q. By December 1, work jointly with the incoming Section Chair to see that each committee 

chair has selected committee members, giving consideration to the committee 
assignment requirements in the Section Bylaws.  Affirm that the committee chairs have 
confirmed these appointments by letter to the newly appointed members.  Each 
committee chair should choose vice chairs with the concurrence of the Section Vice 
Chair.  Train incoming committee chairs and vice chairs at this time. 

 
R. Before the first Section meeting in December, call an Executive Committee meeting to 

obtain approval of all incoming committee chairs and committee vice chairs.  See 
Bylaws Article VI, Sec. 2 for Executive Committee composition. 

 
S. In early December, arrange an organization meeting with all committees.  Request that 

each committee bring its goals and objective for the year. 
 
T. In December, install officers.  See that Audit Committee has begun work.  The outgoing 

Chair should continue to provide administrative oversight and assistance until the audit 
is completed and a written report forwarded to the incoming Chair. 

 
 U. At the end of his or her tenure, the Section Chair should write key officers and 

committee Chairs expressing appreciation for their contributions to the Section during 
their term of office.  It is appropriate to send a copy to the member’s employer superiors 
if this is approved by the member who will receive the letter. 

 
V. The Chair has the following general duties and responsibilities. 

 
 When long-term commitments have been made for the Section to host Regional or 

National IEEE meetings or assemblies, assure that an appropriate ad hoc committee 
continues to function as required in order to meet all agreed upon or contractual 
obligations. 

 
 Become familiar with the IEEE Constitution. 

 
 Become familiar with the IEEE Section Operations Guide, Alabama Section Bylaws 

 (See Appendix), and Alabama Section Guide. 
 

 Show care and concern for all chapters and societies within the Section and 
Montgomery Sub-section.  Try to visit the Sub-section twice during the year 
(Spring/Fall). 

 
 Monitor the performance of the Section officers, committee Chairs, and indirectly, the 

committee members. 
 

 Oversee training of Section officers and committee Chairs during his or her 
administration. 

 
 Represent the Section on Regional Committee matters. 

 
 Assist the Vice Chair in becoming properly prepared for assuming duties of the Chair, 

and involved in the development of policies, decisions, and assignments that may be 
continued into the next administrative year. 
 

 Attend officer training opportunities as requested and approved by the Executive 
Committee. 
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 Assure that information from headquarters is properly communicated to other 
officers, the Executive Committee, committee Chairs, or the Section membership as 
the case may warrant. 

 
 Act as moderator for the Executive Committee, and ensure that all proper business is 

presented in a timely and expeditious manner.  
 

 Remain alert to the needs of the Section membership for services that IEEE offers.  
Implement and plan to provide such services as approved by the Executive 
Committee. 

 
 Project the professional stance of IEEE to other professional societies in the area in 

which the Alabama Section resides. 
 
 Support technical institutions and universities in areas of continuing education 

activities or other appropriate activities that enhance or improve the electrical 
engineering profession. 

 
 When notified by the Executive Director of the Licensing Board and with concurrence 

of the Section Executive Committee, appoint a Section member who is a licensed 
Professional Engineer in the State of Alabama to represent the Section at the 
“Committee of Seven” meeting where selection of nominations are made for 
submitting to the Governor of the state who appoints Licensing Board members to fill 
vacancies. 
 

IV. HEADQUARTERS GUIDES/CONTACTS 
 

Contacts are best made at the officer-training course.  The Region 3 Director is the best source 
of information above the Section level.  Initiate the call to him or her on any question that needs 
expert advice. 

 
V. BUDGET 
 

The Section Chair’s budget expense includes that of postage, officer training, regional meetings, 
and reproduction expenses.  If the Section Chair's company does not normally handle such 
expense, he or she should see that such items are submitted for budget approval. 
 
The Section Chair is also responsible for the development of the overall Section budget and 
monitors it through the administrative year. 
 
 

VI. REFERENCE MATERIAL 

The manuals and guides supplied by IEEE headquarters are as follows: 

Awards Manual     Fellow Grade Nominations Guide 
How to Organize a Short Course  Membership Development Guide 
Membership Desk at IEEE Conference  Section Publications Guide 
Professional Activities Guide   Nominations and Appointment Guide 
Student Activities Guide for Sections  Public Relations and Publicity Guide 
Section and Chapter Meetings Guide  
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VII. PAST CHAIRS 

Name Company Year 

W. E. Bare    1929-1933 

W. W. Ballew    1933-1934 

H. F. Scholz    1934-1936 

C. S. Thorn    1936-1937 

L. M. Smith    1937-1938 

Fred R. Maxwell, Jr.   1938-1939 

W. W. Hill    1939-1940 

T. H. Mawson    1940-1941 

W. J. Miller    1941-1942 

G. W. McCracken    1942-1943 

E. R. Coulbourn    1943-1944 

F. G. Hammer    1944-1945 

F. C. Weiss    1945-1946 

C. F. Stittloh    1946-1947 

E. W. Robinson    1947-1948 

H. J. Scholz    1948-1949 

J. W. Davis    1949-1950 

M. M. Collins    1950-1951 

T. S. Birdsong    1951-1952 

J. W. Graff    1952-1953 

E. C. Gentle, Jr.  Southern Bell 1953-1954 

D. D. Wendel    1954-1955 

R. E. Williams, Jr.    1955-1956 

L. B. Murray  Alabama Power Co. 1956-1957 

S. W. Reese  Southern Bell 1957-1958 

George Hoffman  Allis Chambers 1958-1959 

Warren Turner  Alabama Power Co. 1959-1960 

M. E. Bosworth  Southern Bell 1960-1961 

Wylie Johnson  Alabama Power Co. 1962-1963 

*Elmer Bomke  Southern Co. Svrs. 1963-1964 

J. H. Bohannon  Southern Bell 1964-1965 

Charles Jager  Alabama Power Co. 1965-1966 

Pro Elam   Line Material Corp. 1966-1967 

 

 

 

Name  Company  Year  

W. M. Feaster  Auburn University  1967-1968 

J. E. Spencer  South Central Bell  1968-1969 

T. Harry Stavros  Alabama Power Co.  1969-1970 

Don Speer  Rust Eng.  Co.  1970-1971 

O. P. McDuff  Univ.  of Alabama     1971-1972 

J. E. Chapman  South Central Bell  1972-1973 

S. R. Hart  Southern Co. Svrs.  1973-1974 

A. B. McMillon  General Electric  1974-1975 

G. C. Jones  South Central Bell  1975-1976 

Jerry Vandegrift  Southern Company Svrs. 1976-1977 

C. L. Rogers  Auburn University  1977-1978 

C. S. Alexander  H. J. Clark  1978-1979 

W. A. Owen  South Central Bell  1979-1980 

S. D. Moorer  Alabama Power Co.  1980-1981 

R. O. Usry  Southern Company Svrs. 1981-1982 

David A. Conner  University of Ala. at B'ham 1982-1983 

James O. Patton, Jr. ACIPCO   1983-1984 

J. Carroll Hastings  South Central Bell  1984-1985 

Russell A. Alford, Jr. Alabama Power Co.  1985-1986 

James D. Gregory  Southern Company Svrs. 1986-1987 

J. J. Thomley  Alabama Power Co.  1987-1988 

Harold P. Ward  Retired South Central Bell 1988-1989 

Dick P. Dodd  South Central Bell  1989-1990 

Amy T. Dobbs  South Central Bell  1990-1991 

George Larry Clark  Alabama Power Company 1991-1992 

John E. Spencer, Jr.BellSouth Telecommunications1992-1993 

Greg Bendall  ABB Power T&D Company, Inc1993-1994 

Perry Wheeles University of Alabama 1994-1995 

Darrell Piatt Alabama Power Company 1995-1996 

Don Parker Alabama Power Company 1996-1997 

Ken Bishop Bell South   1997-1998 

*Vince Stewart Alabama Power Company 1998-1999 

Preston Jackson   BE&K   Engineering  1999-2000 

 

*Served part of year due to transfer 
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VICE CHAIR  

I. INTRODUCTION 
 
Although the Section Operations Guide from IEEE headquarters provides a general statement 
concerning the Section Vice Chair responsibilities, this section provides a more detailed guide for 
the Vice Chair functioning in the Alabama Section. 
 

II. ORGANIZATION 
 

The Vice Chair is elected by the Section membership, functions to assist the Chair and normally 
does not have reporting subordinates. 
 

III. DUTIES 
 

A. Perform the duties of the Chair in the absence of the Chair. 
 

B. In the fall, actively participate with the Vice Chair nominee, the Secretary nominee, and 
the Treasurer nominee in suggesting, evaluating, and determining committee chair 
assignments and goals and objectives of the Section. 

 
C. Consider and recommend an early appointment of a Program Chair to function in his or 

her administration.  (Experience has shown that by having a Program Chair and a 
Program Committee operational two or three months preceding the administrative year, 
the new administration has a better opportunity to secure outstanding speakers and 
program material for the meetings starting in January.) 

 
D. Attend officer training opportunities as requested and approved by the Executive 

Committee. 
 

E. Maintain contact with IEEE headquarters and awareness of national activities, reporting 
pertinent news to the Section, subject to the direction and guidance of the Section Chair. 

 
F. Maintain a file of capable and interested members for future Section, IEEE-USA, and 

IEEE Institute assignments. 
 

G. Assist the Chair in training and informing the committee chairs of the detailed 
responsibilities and interrelationships as given in the Alabama Section Guide. 

 
H. Conduct sample surveys and otherwise determine the membership opinion on 

Professional Activities Committee current programs or programs under consideration. 
 

I. Assume any additional authority and duties as assigned by the Chair. 
 

J. Read and be knowledgeable concerning the latest IEEE guides with particular emphasis 
on the Section Operation Guide from IEEE headquarters and the Alabama Section 
Guide, which includes the Section Bylaws (See Appendix). 

 
K. Function as an informed member of the Executive Committee. 

 
L. Be responsible for ensuring that the Alabama Section Guide is updated as required. 

 
M. Participate as an ex-officio member of the Section Development Committee. 
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IV. HEADQUARTERS GUIDES/CONTACTS 
 

The IEEE guides provide the required source of information. 
 

V. BUDGET 
 

The Vice Chair normally has no budget expense or Section budget responsibilities except as a 
member of the Executive Committee. 
 

VI. REFERENCE MATERIAL 
 
 The manuals and guides supplied by IEEE headquarters are as follows: 
 
 Awards Manual     Fellow Grade Nominations Guide 
 How to Organize a Short Course  Membership Development Guide 
 Membership Desk at IEEE Conference  Section Publications Guide 
 Professional Activities Guide   Nominations and Appointment Guide 
 Student Activities Guide for Sections  Public Relations and Publicity Guide 
 Section and Chapter Meetings Guide 
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TREASURER  

I. INTRODUCTION 
 

Each year IEEE headquarters provides an updated Section Operations Guide.  A general 
statement of the duties of the Treasurer is listed.  The following provides specific duties that apply 
to the Treasurer's duties in the Alabama Section. 
 

II. ORGANIZATION 

The office of Treasurer is held by one person elected by the Alabama Section membership. 
  

III. DUTIES  

A. In January, after receiving material from the previous Treasurer, prepare accounting 
ledgers in accord with the current Financial Operations Guide for Geographical Units and 
previous Treasurer's record as a guide. Transfer of all accounts, currently IEEE 
Concentration Banking and IEEE Long Term Investment, should be accomplished as 
soon as possible, but not later than February 1.  The concentration banking program 
allows the Section Treasurer to earn a higher rate of interest than traditional checking 
accounts while maintaining complete control over management of the accounts.  The 
Treasurer is responsible for the banking of Section funds, updating all Section bank 
account signature cards and is a signer on all bank accounts along with an alternate 
Section officer, usually the Chair.  The signature of the IEEE Staff Director, Financial 
Services or designee must also be included as an alternate Co-signer on the Section 
bank accounts.   

 
B. In January develop a Section budget for the current year using last year's budget as a 

guide and estimate income for the coming administration year.  Send a letter to all new 
committee Chairs requesting budget input.  The Treasurer of the past administration 
should be requested to assist in developing this budget.  Present the proposed budget to 
the Section Executive Committee for approval at the February meeting. 

 
C. In January, determine the location in the main Post Office to pay the Annual Bulk Mail 

Fee (Permit 2549) and send a check to cover the fee.  Put a return address on the check 
so that the post office can send a receipt.  This fee is paid separately from normal 
monthly mailing payments and can delay a Section mail-out if not paid. 

 
D. In January, send a check to the main Post Office to cover at least two months bulk mail 

cost, with a return address for the Post Office to send a receipt.  Periodically check the 
balance at the Post Office and maintain a minimum balance commensurate with the 
anticipated mailing costs.  Coordinate with the Secretary and Newsletter Editor on the 
optimum number of postal service mailings versus e-mail distributions to maintain the 
lowest overall mail postage costs.  

 
E. In January, ascertain arrangements for free meals at monthly meetings for speakers, new 

members, first-time attendees, special guests or others as approved by the Section 
Executive Committee.  At the Section monthly meetings collect the meal checks for these 
agreed upon individuals as appropriate and pay the restaurant immediately after the 
meeting. 
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F. At special catered dinner/social meetings, such as a Christmas social, collect the 
previously established amount from all attendees and pay for the meeting facility and any 
other charges for the meal or entertainment. 

 
G. As soon as possible after the January meeting, see that all necessary records are 

provided to the Audit Committee.  Forward the bank statement for the month of 
December when it arrives.  It is urgent that the audit be expedited. 

 
H. By the third Friday in February, transmit to IEEE headquarters (IEEE Staff Director, 

Financial Services) an Annual Report of Section Finances (Form L-50) for the previous 
year.  This report will normally accompany the Secretary’s Annual Report of meeting 
activities and roster of Officers being sent to IEEE headquarters (IEEE Managing 
Director, Regional Activities).  Instructions on this required reporting are available at the 
IEEE headquarters Web Page pertaining to IEEE Regional Activities – Section/Chapter 
Support: http://www.ieee.org/organizations/rab/scs 

 
I. In February, forward checks to the Awards Committee Chair for payment of tickets to the 

Engineering Council of Birmingham Awards Banquet for the IEEE Engineer of the Year, 
Young Engineer of the Year and Distinguished Service Award nominees and their 
spouses (or guests). 

 
J. Make authorized reimbursements to Committees and vendors as requested. 

 
K. Provide a financial report at each Section Executive Committee meeting. 
 
L. Before the March meeting, prepare checks for the Prize Paper winners as identified by the 

Prize Paper Committee Chair, and turn over to that. Committee Chair for presentation at 
the March meeting.  (See Prize Paper Award Committee for the appropriate amount.) If 
the prize paper has multiple authors, they will share the amount equally.  The amounts 
may be revised by action of the Executive Committee and should be verified each year. 

 
M. In October, pay IEEE dues to Engineering Council of Birmingham (ECOB).  An invoice 

will be sent to the PACE Committee Chair from the ECOB. 
 
N. In October, pay IEEE dues (currently $100 annually) to Joint Engineers Council of 

Alabama (JECA).  An invoice will be sent to the PACE Committee Chair from JECA.  Mail 
check to JECA, 660 Adams Avenue, Suite 333, Montgomery, Alabama 36104.  

 
O. On special occasions when the Section agrees to host regional or annual meetings, work 

closely with the Section Chair and the Executive Committee to determine processes to be 
established for keeping accurate financial records for these occasions.  Determine if a 
separate concentration bank account should be established for the function.  

 
IV. HEADQUARTERS GUIDES, CONTACTS 
 

The Section Operations Guide, IEEE Bylaws, Alabama Section Bylaws, and Financial Operations 
Guide for Geographical Units are relevant.  The guides from headquarters will contain all but the 
Alabama Section Bylaws and will also include ordering forms for stationery, literature, and 
needed contacts at headquarters. 
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V. BUDGET 
 

All items for normal handling of Treasurer duties are budgeted.  Prize Paper Awards, tickets for 
Engineer and Young Engineer of the Year, Scholarship Funds, etc. should be clearly identified by 
the Treasurer as the budget is prepared and approved.  Solicitations by outside organizations and 
other unbudgeted items must be approved by the Executive Committee. 

 
VI. REFERENCE MATERIAL (Also see IV above.) 
 

Awards Manual     Public Relations and Publicity Guide 
Fellow Grade Nominations Guide  Section and Chapter Meetings Guide 
How to Organize a Short Course  Professional Activities Guide 
Membership Development Guide  Section Publications Guide 
Membership Desk at an IEEE Conference Alabama Section Guide 
Nominations and Appointments Guide  Student Activities Guide for Sections 
Secretary and Treasurer files of past administrations
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SECRETARY 

I. INTRODUCTION 
 
 Each year an updated Section Operations Guide is provided by IEEE headquarters.  A general 

statement of the duties of the Secretary is listed.  The following provides specific duties that apply 
to the Secretary's duties in the Alabama Section. 

 
II. ORGANIZATION 
 

The office of Secretary is held by one person elected by the Alabama Section membership.  
  

III. DUTIES  
 

A. Read and be knowledgeable concerning the latest IEEE operations guides, with 
particular emphasis on the Alabama Section Guide. 

 
B. In January or earlier order forms, stationery, and other material required by the Section.  

Order needed IEEE logo bond stationery and envelopes, L-31 Meeting Report Forms, 
etc., as required using Form FS-02.  The Montgomery Subsection may also send out 
monthly meeting notices.  Be sure that all outgoing officers return unused materials. 

 
C. In January, distribute to the Executive Committee and Chairs of the Attendance and 

Membership Development committees the updated membership records received from 
IEEE headquarters. 

 
D. Work with the Chair to update Section Officer lists, mail distribution lists and e-mail 

address listings to provide to the Executive Committee and committee chairs. 
 
E. Distribute meeting notices and agenda for all Executive Committee meetings and Section 

meetings.  Notices of Section meetings are normally contained in the Section Newsletter 
and on the Section web page.  

 
F. Monthly, obtain record of attendance at Section meetings, technical society meetings, 

and special courses from the Attendance Committee to be used as a record of possible 
qualification for professional development activities by members in connection with 
renewal of licensure as professional engineers. 

 
G. Record minutes of all Section Executive Committee meetings and other Section business 

meetings. 
 

H. Order pins for the Alabama Section and the Montgomery Subsection outgoing Chairs one 
month prior to the installation of new officers.  Order complimentary certificates or 
mementos. IEEE headquarters will print the names of the Chairs on the certificates.  
When the certificates arrive, have them framed locally. 

 
I. Assist as required the Attendance Committee in manning the sign-in/nameplate station at 

Section meetings. 
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J. In February or before, furnish the L-31 reports of meeting attendance/activity and Officer 
Confirmation to IEEE headquarters (IEEE Managing Director, Regional Activities).  This 
report is for the Alabama Section, Montgomery Subsection, and Society meetings for the 
previous calendar year, and is a critical item. To ensure receiving rebate funds, it must be 
received by IEEE headquarters by the deadline, which is usually the third Friday of 
February. This report will normally accompany the Treasurer’s Annual Report of Section 
Finances being sent to IEEE headquarters ( IEEE Staff Director, Financial Services).  
Instructions on this required reporting are available at the web page pertaining to IEEE 
Regional Activities – Section/Chapter Support: http://www.ieee.org/organizations/rab/scs. 

 
K. Identify membership problems to the Section Chair and Membership Development 

Committee Chair. 
 

L. Within 20 days after annual officer elections, or whenever changes occur, notify IEEE 
headquarters, Regional Director, and Area Chair of all changes in Section officers and 
Committee Chairs and their addresses.  The outgoing Secretary should report new 
officers to headquarters on Forms L4, L5, L7, and L8.  The new Secretary should check 
to ensure this has been done. 

 
M. Ensure that the Section records are maintained in a proper and orderly manner and 

located safely.  These records are currently archived at the EE Department at UAB. 
 

N. Submit a copy of the current Section Bylaws and proposed revisions (after approval by 
the Section Executive Committee) to the IEEE Regional Director and Regional Activities 
Department for review prior to forwarding to the Regional Activities Board for approval. 

 
O. Provide incoming Secretary with the following items: 

 
1. Secretary's book containing correspondence and information related to the previous 

Secretary's activities. 
 
2. Miscellaneous forms and supplies. 

 
 3. Extra copies of the Alabama Section Guide. 
 

IV. HEADQUARTERS GUIDES/CONTACTS 
 

The Section Operations Guide, IEEE Bylaws, Alabama Section Bylaws, and Financial Operations 
Guide for Geographical Units are relevant.  The guides from headquarters will contain all but the 
Alabama Section Guide/Bylaws and will also include ordering forms for stationery, literature, and 
needed contacts at headquarters. 
 

V. BUDGET 
 

All items for normal handling of Secretary duties are budgeted. 
   

VII. REFERENCE MATERIAL (Also see V above.) 
 

Nominations and Appointments Guide  
Secretary/Treasurer files of past administrations 
Section and Chapter Meeting Guide 
Section Publications Guide 
Alabama Section Guide 
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ARRANGEMENTS  

I. INTRODUCTION 
 

The Arrangements Committee consists of a Chair and committee members as required.  They 
interface with the appropriate person at the meeting location(s) and are responsible for the 
monthly meeting dinner and facility arrangements. 

 
I. ORGANIZATION 
 

The Arrangements Committee Chair is appointed by the Section Chair with approval by the 
Executive Committee.  The Committee Chair will select new committee members and confirm 
their appointment in writing. 

 
III. DUTIES 
 

A. Immediately after being appointed in December, obtain from the Section Chair a listing of 
the Section meeting dates for the upcoming year.  Finalize arrangements for all meeting 
locations in conjunction with the Section Chair and Social Committee Chair. 

 
B. Arrange the meeting facility reservation contract for each monthly meeting.  By January 

7, prepare a letter(s) to the manager(s) of the restaurant or other facility where Section 
meetings will be held, advising of all dates the Section will be meeting there in the coming 
year.  Specifically, note the differences of not meeting in July and August and any special 
arrangements regarding privacy, table/seating setup, or meal menu. 

 
C. Monthly, one week prior to each meeting, call the proper contact at the restaurant or 

meeting facility to re-confirm the meeting date and arrangements. 
 
D. Ensure that meeting facilities are properly arranged and ready for each meeting. 
 
E. Make available and have setup, in proper working order, all necessary audio-visual or 

other required items for the guest speaker. 
 
F. Be available during the course of the meetings to handle any special problems 

concerning the facilities or speaker requirements. 
 
 
IV. HEADQUARTERS GUIDES/CONTACTS 
 

None. 

V. BUDGET 
 

No budget is typically required for this position.  Any special needs that require funding will be 
coordinated with the Section Chair. 
 

VI. REFERENCE MATERIAL 
 

Alabama Section Guide 
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ATTENDANCE  

I. INTRODUCTION 

These guides are developed specifically for the Attendance Committee of the Alabama Section 
IEEE as an aid in carrying out the duties of that committee to promote and encourage attendance 
at meetings for self-improvement and to acquire broader engineering knowledge through 
fellowship, discussions, and exchange of ideas and knowledge in order to promote and extend 
engineering professionalism. 
 

II.  ORGANIZATION 

The Attendance Committee Chair is appointed by the Section Chair and approved by the 
Executive Committee.  The Committee Chair will select new committee members and confirm 
their appointment in writing.   Membership on the committee should be comprised of engineers 
from a broad spectrum representing industry, education, and government. 
 

III. DUTIES 

A. Shortly after being appointed, the Attendance Committee Chair should contact the 
members of the committee, preferably by phone or in person or, alternatively, by letter 
and set the date for the first meeting.  This meeting should be held no later than 
December in order to plan for the forthcoming year. 

 
B. Items to be discussed at the first meeting should be in harmony with the function and 

duties outlined: 
 
1. Objectives, plans, etc., for the upcoming year (see Attachment ATC-1 for 

example objectives). 
 
2. Logistics relating to meetings. 
 
3. Ideas to promote attendance. 
 
4. Types of periodic reports and statistics on attendance to the Section Chair and 

others as designated by the Section Chair. 
 
5. Special recognition of new members, and ways to improve "fellowship" and 

"interest" so that attendance is encouraged. 
 
6. Methods and ideas relating to "extending engineering professionalism." 
 
7. Any other items as appropriate. 

 
C. Develop a close working relationship between the Membership Development Committee 

and the Attendance Committee. 
 
D. Take reservations for meetings if required. 
 
E. Carry the nametag box, pens, nametags, and sign-in sheets to each meeting and man 

the sign-in station. 
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F. Develop a computer printout from the meeting sign-in sheets to show year-to-date 
member attendance.  Send copies to the Section Chair and others as designated by the 
Section Chair  

 
D. Contact members to promote attendance and support the Alabama Section. 
 
E. Work with the Membership Development Committee in contacting new graduates, new 

members, and others. 
 
G. Monitor and provide statistics concerning attendance of members. 
 
H. Provide regular reports to the Executive Committee on Attendance Committee activity.  

Recommend approaches that will encourage attendance at Section meetings, technical 
societies, and student activities. 

 
I. Promote a feeling of pride and comfort at monthly meetings so as to encourage regular 

attendance and participation. 
 
In carrying out the above duties, the Chair of the Attendance Committee may elect to make 
definite assignments to committee members, working with officers of IEEE or other committee 
chairmen as required. 
 
Attached is information from IEEE headquarters on objectives and ideas for the Attendance 
Committee (ATC-1).  Also attached as a guide are general formats of letters for contacting new 
graduates, new members, and others (ATC-2).  

 
IV. HEADQUARTERS GUIDES, CONTACTS 

The primary contact at IEEE headquarters is with Field Services, 445 Hoes Lane, Piscataway, 
New Jersey 08855-1331 (908-562-5511) or at www.ieee.org. 
 

V. BUDGETS, POLICIES, ETC. 

None unless specific needs are identified. 
 

VI. REFERENCE MATERIAL 

   Section Operations Guide  
   Meeting Guide -- For Sections and Chapters 
   Public Relations and Publicity Guide for Sections 
   Directory of Tours, Speakers, and Films 
   Attachment ATC-1: example objectives for attendance committee 
   Attachment ATC-2: suggested letters from the Section Operations Guide. 
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ATTACHMENT ATC-1 
 
EXAMPLE OBJECTIVES FOR ATTENDANCE COMMITTEE 
 
OBJECTIVE: 
 

To promote and encourage attendance at meetings for self-improvement and to acquire broader 
engineering knowledge through fellowship, discussion, and exchange of ideas and knowledge in 
order to promote and extend engineering professionalism. 
 
A. To obtain an average monthly attendance as determined by the Section Chair. 
 
B. To solicit support of key personnel in all companies for attendance of personnel at 

monthly meetings. 
 
C. To seek ways to encourage attendance and IEEE membership of closely related 

disciplines (such as math majors, technicians, etc.) as guests at IEEE meetings and 
encourage these individuals to become affiliated with IEEE. 

 
D. To seek to develop ways that will help extend engineering professionalism by attendance 

and participation at monthly meetings. 
 
IDEAS FOR IMPROVING ATTENDANCE: 
 

1. Contact responsible managers in the major represented companies to encourage 
attendance at meetings. 

 
2. Name an active member in each major department or division to act as a focal point and 

encourage attendance at meetings. 
 

3. Develop activities that will involve a larger cross-section of the membership in order to 
improve interest at meetings. 

 
4. Divide membership into various teams, and set target goals for attendance based upon 

percentage or some other method. Encourage competition for attendance by making an 
award or giving special recognition at year's end to the team that has achieved the 
highest attainment. 
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ATTACHMENT ATC-2 
 
ALABAMA SECTION CORRESPONDENCE 
SUGGESTED LETTER OF WELCOME TO NEW MEMBER 
 
 
Dear Member: 
 
Welcome to the IEEE and the Alabama Section! 
 
We encourage your attendance at the Section meetings, which are normally held on the first Monday of 
the month at the     .  Fellowship begins at 5:30 p.m. 
 
Not only is your attendance needed for the support of the local Section, we feel the Section has much to 
offer for the members' benefit in the way of technical and non-technical presentations, matters of current 
interest, fellowship, and related items that extend engineering professionalism. 
 
Enclosed is a letter from the Membership Committee covering various matters of interest and aspects of 
the IEEE. 
 
We look forward to seeing you at our next meeting. 
 
Sincerely, 
 
 
 
Chair, Attendance Committee 
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ALABAMA SECTION CORRESPONDENCE 
 
SUGGESTED LETTER TO INFORM NEW MEMBER  
 
 
Dear Member: 
 
IEEE membership provides many benefits.  IEEE is the meeting place for your professional associates.  
There are 30 groups and societies that you may join, one of which will be in the specific area of your 
interest, from Aerospace to Power Engineering. Each group and society has its own monthly publication 
containing technical papers pertaining to subjects of interest to its members.  Another benefit is the IEEE 
group life insurance. Although large companies offer low cost group plans, IEEE premiums are even 
lower than these.  In fact, the savings will more than pay your IEEE membership dues. 
 
To keep your IEEE publications arriving without delay, use the convenient change of address form 
available in any of your IEEE publications.  One notice will change your address for all publications and 
correspondence from IEEE.  If you have an e-mail address, please provide that also to expedite receipt of  
information on local Section activities. 
 
We know you will be interested in participating in the activities and interesting programs of our Alabama 
Section.  We encourage your attendance at the Section meetings which are normally held on the first 
Monday of the month at the        . Fellowship begins at 
5:30 p.m. 
 
If I can be of assistance, please feel free to call me at __________ or write me at __________________. 
 
Good luck in your future professional activities. 
 
Sincerely, 
 
 
 
Chair, Membership Development Committee 
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ALABAMA SECTION CORRESPONDENCE 
 
SUGGESTED LETTER TO CONGRATULATE AND WELCOME RECENT GRADUATE 
 
 
 
Dear Member: 
 
Congratulations on your recent graduation! 
 
 
We know you are interested in continuing your affiliation with IEEE, and we encourage your attendance at 
the Section meetings.  The Alabama Section meeting is normally held on the first Monday of the month at 
      .  Fellowship begins at 5:30 p.m. 
 
Not only is your attendance needed for the support of the local Section, we feel the Section has much to 
offer for the members' benefit in the way of technical and non-technical presentations, matters of current 
interest, fellowship, and related items that extend engineering professionalism. 
 
Also enclosed is a letter from the Membership Committee covering various matters of interest and 
aspects of the IEEE. 
 
We look forward to seeing you at the next meeting. 
 
Sincerely, 
 
 
 
Chair, Attendance Committee 
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ALABAMA SECTION CORRESPONDENCE 
 
SUGGESTED LETTER TO CONGRATULATE AND WELCOME RECENT GRADUATE 
 
 
Dear Member: 
 
I have been informed that you have recently graduated from college. Please accept my hearty 
congratulations.  Upon graduation, you were automatically transferred from Student grade to Member 
grade in IEEE. 
  
IEEE membership provides many benefits.  IEEE is the meeting place for your professional associates.  
There are 30 groups and societies that you may join, one of which will be in the specific areas of your 
interest, from Aerospace to Power Engineering. Each group and society has its own monthly publication 
containing technical papers pertaining to subjects of interest to its members.  Another benefit is the IEEE 
group life insurance. Although large companies offer low cost group plans, IEEE premiums are even 
lower than these.  In fact, the savings will more than pay your IEEE membership dues. 
If I can be of assistance, please feel free to call me at _________ or write me at ___________________ 
 
Good luck in your future professional activities. 
 
Sincerely, 
 
 
 
Chair, Membership Development Committee 
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ALABAMA SECTION CORRESPONDENCE 
 
SUGGESTED LETTER OF WELCOME TO MEMBER 
TRANSFERRING INTO SECTION 
 
 
Dear Member: 
 
Welcome to the IEEE and the Alabama Section! 
 
We know you are interested in continuing your affiliation with IEEE, and we encourage your attendance at 
the Section meetings which are normally held on the first Monday of the month at the    
    . Fellowship begins at 5:30 p.m. 
 
Not only is your attendance needed for the support of the local Section, we feel the Section has much to 
offer for the members' benefit in the way of technical and non-technical presentations, matters of current 
interest, fellowship, and related items which extend engineering professionalism.  
 
Enclosed is a letter from the Membership Committee covering various matters of interest and aspects of 
the IEEE. 
 
We look forward to seeing you at our next meeting. 
 
Sincerely, 
 
 
 
Chair, Attendance Committee 
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AUDIT  

I. INTRODUCTION 
 

The Audit Committee functions following the end of the previous administrative year, to verify that 
the financial records for the Section are complete and accurate for the prior year. 
 

II. ORGANIZATION 
 

The Audit Committee Chair is appointed by the Section Chair and approved by the Executive 
Committee.  The Committee Chair will select new committee members and confirm their 
appointment in writing.  When practicable, the Audit Committee Chair of the prior year should be 
a member of the current year Audit Committee so as to ensure continuity of the audit process. 
 

III. DUTIES 
 

A. The Audit Committee shall examine the Section financial records at the end of the fiscal 
year, checking that there is a receipt for every expenditure and that the expenditures are 
either a budgeted item or a special item that was approved by the Executive Committee. 

 
B. After receiving the financial records from the Treasurer, the Chair of the Audit Committee 

should determine that all necessary records are present.  This includes such items as 
invoices, record of income and expenditures, savings accounts (both local and national), 
and the year-end financial report to be submitted to IEEE Headquarters. 

 
C. After having determined that all necessary records are available, the Chair should call a 

meeting of the Audit Committee, and together, they should review the correctness and 
accuracy of the records.  They should also compare the current year's operation with the 
previous year to determine if there were any abnormalities, and prepare a written report. 

 
D. Guidelines of Committee activity dates are as follows: 

 
1. By February 1, all financial records should be forwarded to the Audit Committee 

Chair.  Bank statement for the month of December may be forwarded after this date.   
 
2. Before February 15, all financial records, together with any suggested corrections, 

must be returned to the Section Treasurer in order that the year-end financial report 
may be sent to IEEE Headquarters by the third Friday of February. 

 
3. By February 15, a written report should be submitted to the Executive Committee. 
 
4. At the April meeting of the Section, Chair of the Audit Committee shall report the 

Committee's findings. 
 
IV. HEADQUARTERS GUIDES/CONTACTS 
 

None 
 

V. BUDGET 
 

None 
 

VI. REFERENCE MATERIAL 
 

Alabama Section Guide 



IEEE  ALABAMA SECTION GUIDE  SECTION 8–AWARDS 

 

23  

AWARDS  

I. INTRODUCTION 
 
It is the responsibility of this Committee to call for, assist with and receive nominations of qualified 
candidates for the following Section and Region 3 awards, as appropriate, during the current 
year, from January to December. The Committee then selects recipients for the awards, subject 
to approval by the Section Executive Committee.  Occasionally, nominations for other awards 
from Region 3 and IEEE Headquarters may be warranted.  For more information on these, 
consult the reference sources listed under paragraph VI below.    

 
A. Electrical Engineer of the Year.  
 
B. Young Electrical Engineer of the Year.  

 
C. Distinguished Service Award.  
 
D. Spark Plug Award for Service to Alabama Section.  The Awards Committee will also 

review the Chair's selection(s) for Excellence in Service Award(s),  
 
E. Region 3 Outstanding Engineer Award for Technical and Professional Contributions. 
 
F.  Region 3 Outstanding Engineering Educator Award. 
 
G. Region 3 Outstanding Service Award.  
 
H. Region 3 Professional Leadership Award.  
 
I. Region 3 Employer Professional Development Award. 
 
The nominees for the Section awards shown in A, B, and C above will normally also be the 
Section nominees for Engineering Council of Birmingham (ECOB) Birmingham Area Engineer of 
the Year, Young Engineer of the Year and Distinguished Service Awards.  However, geographic 
area and/or age restrictions described in paragraph III -B below may require that the Committee 
receive nominations for and select a different candidate for the ECOB award(s). 
 
The Alabama Section Electrical Engineer of the Year nominee will normally also be the nominee 
for Region 3 Outstanding Engineer for the year. 
 

II. ORGANIZATION 
 

The Awards Committee Chair is appointed by the Section Chair and approved by The Executive 
Committee. The Committee Chair will select new committee members and confirm their 
appointment in writing. 

 
The organizational meeting of the Awards Committee should be held in December, if possible.  
This meeting should define the tasks and duties of the Committee, outline the procedures for 
accomplishing these tasks, and establish a timetable for their completion.  Goals for the coming 
year should also be identified at this time. 
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III. DUTIES 
 
A. In October, the Awards Committee should call for nomination of candidates for the 

Alabama Section and Region 3 awards listed in the Introduction above. The applications 
may be completed by the candidates or others who wish to make the nomination on their 
behalf.  Guides and forms used for the nominations for the Section Electrical Engineer of 
the Year, Young Electrical Engineer of the Year and Distinguished Service Awards are 
generally the same as those used for nominations for Engineering Council of Birmingham 
(ECOB) Birmingham Area awards. (See paragraph B below).  After evaluation and 
selection by the Awards Committee, the nominees are submitted to the Section Executive 
Committee for approval.   Winners are announced and award plaques presented at the 
Section meeting in January if available at that time, otherwise at the February meeting.  

 
B.  About November 1, the Engineering Council of Birmingham (ECOB) will make written 

requests for the Birmingham Area Engineer of the Year, Young Engineer of the Year and 
Distinguished Service Award nominees.  Along with this request, they will supply forms 
for making nominations for these awards and furnish application instructions. Attention 
should be directed to completing the applications in great detail, making them as 
thorough as possible. The Committee should then make its’ selection of the three 
nominees on the basis of performance during the current year. The Engineer of the Year 
must be 35 years of age or older by July 1 of the evaluation year and the Young Engineer 
of the Year must be under 35 years of age on July 1.  The candidates must either live or 
work in the Birmingham metro area. The completed forms and a picture for each nominee 
should be returned to the ECOB by January 1. 

 
C.  The IEEE Alabama Section nominees for Engineering Council of Birmingham (ECOB) 

Birmingham Area  Engineer of the Year, Young Engineer of the Year and Distinguished 
Service Award are announced at the Engineering Council of Birmingham (ECOB) Awards 
Banquet in late February. The Section nominees and their accompanying spouse or other 
person should attend the ECOB Awards Banquet as guests of the Alabama Section. 

 
D. Nominations for the annual Region 3 awards listed in the Introduction are called for 

around September 1 by the Region 3 office, and the completed applications should be 
returned to them by December 1.  Guides and forms for Region 3 award nominations are 
supplied by the office of the Region 3 Awards and Recognition Chair or can be obtained 
from the Region 3 web page, http://www.ewh.ieee.org/reg/3/awards/. 

 
F.  The Spark Plug Award is given annually to the individual who best displays a spirit of 

enthusiasm in service to the Section. This person would not be an officer (Chair, Vice 
Chair, Secretary or Treasurer) but one whose spirit of enthusiasm most contributed to the 
success of the Section year and inspired others to perform their jobs better. Nominations 
in writing for this award will be solicited in the Section Newsletter and accepted in 
October.  Final selection(s) for this award will reside with the Awards Committee.  An 
appropriate plaque should be presented at the December Section meeting. 

 
H.  The Chair's Award(s) for Excellence in Service is given at the discretion of the Chair with 

the concurrence of the Awards Committee for excellence in service to the Section.  
These awards are for service that is normally "behind the scenes" and is likely to go 
unnoticed by members of the Section.  The intent of these awards is to recognize people 
who have made significant contributions to the Section but who have not been highly 
visible.  Because of the nature of this award, no nominations are solicited.  Appropriate 
plaques will be given at the December Section meeting. 
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I.  Maintain a record of past Section and Regional award winners and nominees to assist in 
the selection of future nominations.  If the Section’s nominee for Electrical Engineer of the 
Year, Young Electrical Engineer of the Year and Distinguished Service Award received 
the corresponding Engineering Council of Birmingham award, this should also be noted. 

 
J.  A timetable of important dates for the Awards Committee to plan for is as follows: 
 

1. By January 1 - Organizational meeting of new committee members. 
2. January 1 - Alabama Section nominees for  Engineer of the Year, Young 

Engineer of the Year and Distinguished Service Award submitted to Engineering 
Council Of Birmingham (ECOB). 

3. January Section meeting - Announce Section Electrical Engineer of the Year, 
Young Engineer of the Year and Distinguished Service Award winners and 
present awards if available by then.  Otherwise announce and present at the 
February meeting.  

4. In late February, during National Engineers Week - ECOB Awards Banquet 
announcing Birmingham Area Engineer of the Year, Young Engineer of the Year 
and Distinguished Service awards.   

5. April - update record of Section award winners for Electrical Engineer of the 
Year, Young Electrical Engineer of the Year and Distinguished Service awards, 
along with nominees or winners of  ECOB or Region 3 awards. 

6. September  1 - Region 3 issues call for nominations for Region 3 awards: 
Outstanding Engineer, Outstanding Educator, Outstanding Service, Professional 
Leadership and Employer Professional Development.  

7.  October 1 or before  - Call for nominations for Alabama Section awards for 
Electrical Engineer of the Year, Young Electrical Engineer of the Year, 
Distinguished Service and Region 3 awards. 

8. November 1 - Forms and requests received from Engineering Council of 
Birmingham for nominations for Birmingham Area Engineer of the Year, Young 
Engineer of the Year, and Distinguished Service awards. 

9. November 1 - Committee selects recipient of Section Spark Plug Award, and 
obtains name(s) from Section Chair for Chair's Award(s) for Excellence in 
Service.  Procure appropriate award(s) and certificate(s). 

10. Late November  - nominations close for Region 3 Awards. 
11. December 1 - Alabama Section Electrical Engineer of the Year, Young Electrical  

Engineer of the Year and Distinguished Service award winners selected by 
Committee vote, and award plaques/certificates ordered. These normally, but not 
necessarily, will be nominees for the similar awards from the Engineering Council 
of Birmingham  

12. December 1 - Region 3 award nominees selected, nomination forms completed 
and sent to Region 3.  

13. December Section meeting - present Section Spark Plug Award and Section 
Chair's Award(s) for Excellence in Service.  

 
 
IV. HEADQUARTERS GUIDES/CONTACTS 

 
Contacts with the Engineering Council of Birmingham should be with the Chair of the Engineer of 
the Year Committee of the Engineering Council of Birmingham.  Contacts with Region 3 are with 
the IEEE Region 3 Awards & Recognition Chair. 
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V. BUDGET 
 
A. An amount adequate to pay the ECOB for the banquet meals of the Alabama Section 

nominees for Engineer of the Year, Young Engineer of the Year, and Distinguished 
Service, plus their spouses or guests.  The PACE Chair will advise the amount. 

 
B. $15 to the Engineering Council of Birmingham if more than one nomination is submitted. 

No charge if only one nominee is submitted. 
 
C. An amount for appropriate certificates and recognition plaques for winners of the Section 

awards, including EEOY, YEOY, DSA, Spark Plug and Excellence in Service. 
 
 
VI. REFERENCE MATERIAL 

 
 Alabama Section Guide 
 
 IEEE Awards Guide:  This "Invitation to Nominate" qualified outstanding candidates for these 

awards has been prepared to enable familiarization with the awards and the procedure 
required to nominate an individual for an award.  The material is self-explanatory. 

 
 IEEE Region 3 Awards and Recognition Manual, available for download from the IEEE 

Region 3 web page: 
http://www.ewh.ieee.org/reg/3/awards/ 
  

 IEEE Regional Activities Board Awards and Recognition Program Manual, available for 
download from the IEEE Headquarters web page:  
http://www.ieee.org/organizations/rab/rab/RABARC-Manual 
 

 Accumulated Data on Section Members: One additional important function of this committee 
should be to accumulate data on its eligible Section members for the various awards.  This 
data should be carried over year-to-year so that the incoming Chair of the Awards Committee 
will have the advantage of previously developed information on prospective applicants.  The 
availability of this data year-to-year will be of tremendous value to the incoming Awards 
Committee. 
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DATA PROCESSING  

I. INTRODUCTION 
 

The Data Processing Committee provides data processing support to the Section in areas 
including, but not limited to, maintenance of Section, Subsection and technical society 
membership records. It also generates mailing labels, lists, and reports from these records as 
required in support of Section activities. 
 

II. ORGANIZATION 
 

The Data Processing Committee Chair is appointed by the Section Chair and approved by the 
Executive Committee.  The Committee Chair will select new committee members and confirm 
their appointment in writing.  Membership normally consists of a Chair and Vice Chair. Additional 
members may be appointed as needed. 
 

III. DUTIES 
 

A. Monthly, retrieve a data file from IEEE headquarters containing Section membership 
information, and enter the data contained therein. 

 
B. Monthly, update Section Membership files, and, if requested, generate mailing labels for 

use in mailing the Section newsletter, updates for Section e-mail lists, and other lists in 
support of Section activities as required. 

 
C. Annually, or when personnel changes require, submit a renewal form, signed by the 

Alabama Section Chair, to IEEE Headquarters to designate the Section’s official recipient 
of membership data files through the SAMIEEE Program. 

 
D. Provide the Section leadership with lists and reports as required. 
 
 

IV. HEADQUARTERS GUIDES, CONTACTS 
 

 Staff-Director, Field Services 
 445 Hoes Lane 
 Piscataway, New Jersey  00854 
 (908) 981-0060, Ext. 280 
 

V. BUDGET 
 

Appropriate funds on an as needed basis only if required for mailing labels. 
  

VI. REFERENCE MATERIAL 
 

Alabama Section Guide 
User Guide for SAMIEEE (Section/Society Access to Membership Information) Program 
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EDUCATION 

I. INTRODUCTION 

The Education Committee is to serve the educational needs of the Section membership.  In order 
to help in the continuity of the operation of the Education Committee, the following general 
information is provided. 

II. ORGANIZATION 

The Education Committee Chair is appointed by the Section Chair for a two-year term and 
approved by the Executive Committee.  The Committee Chair will select new committee 
members and confirm their appointment in writing.  Membership on the committee should 
represent diverse interests of the Section.  An organizational meeting should be held in January. 
 

III. DUTIES 

In January the Committee should decide upon a project or program to be developed throughout 
the year. Questionnaires have been a useful tool to determine interests of the local members.  
Committee members are normally assigned tasks to facilitate the completion of the overall 
program.  If appropriate, the Education Committee may want to emphasize the theme for the year 
if one is established by the Executive Committee.  This committee should coordinate with the 
Program Committee in considering programs that provide qualifying content that meet the 
continuing education requirements for PE license renewal.  
 
Courses and tutorials that cannot be completed within the year should be continued into the next 
year.  That is, the plans formulated in one year may require implementation in the next year. 
 
Past activities in which the Education Committee have been involved follow: 
 

 - Visited high school counselors and informed them of EE industrial manpower 
requirements. 

 - Presented a seminar on "The Role of the Engineer in Society." 
 - Developed the program "City Science and Technology" which has been presented to the     

Birmingham Mayor and City Council and to the Engineers' Joint Council. 
 - Presented a one-day short course entitled "Introduction to Microprocessors"  
 - Presented "Substation Grounding" tutorial. 

- Formed a subcommittee to visit with secondary schools in the area to promote the 
engineering profession. 

 - Video Conference Program at Universities. 
 - Sponsored "Ethics for the Electrical Engineer" seminar. 
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IV. HEADQUARTERS GUIDES, CONTACTS 

 Manager of Continuing Education 
 IEEE 
 445 Hoes Lane 
 Piscataway, New Jersey  08855-1331 
 (908) 562-5491 
            
 IEEE Region 3 Video Library   Continuing Education Center 
 17147 Haynie Lane    1919 University Boulevard 
 Jupiter, Florida  33478 Birmingham, Alabama  35294 
 (407) 968-4800     (205) 934-7451 
 
V. BUDGET 

The Executive Committee should be informed of the program planned for the year.  Any 
expenditure of funds must be approved.  No fixed budget is established.  However, if 
expenditures are required to perform Committee activities, the Executive Committee must 
approve and appropriate funds. 
 

VI. REFERENCE MATERIAL 

Alabama Section Guide 
IEEE Region 3 Video Library Catalog 
How To Organize An IEEE Short Course 
IEEE Short Courses--lists courses currently available 
Continuing Education News--a quarterly newsletter serving Education Chairmen 
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GOLD COMMITTEE  

I. INTRODUCTION 
 

This section serves as a local guideline for the Chair of the Graduates Of the Last Decade 
(GOLD) Committee and its members.  Membership in this committee is limited to IEEE members 
in their first ten years (approximately) after graduation. 
 

II. ORGANIZATION 
 

The GOLD Committee Chair is appointed by the Section Chair and approved by the Executive 
Committee. The committee shall consist of a maximum of five voting members, all of whom shall 
be IEEE members holding a grade of Member or higher.  Membership will consist of the 
Committee Chair, Committee Co-Chair and up to three (3) other members.  
 
The GOLD Committee Chair will select new committee members and confirm their appointment in 
writing.  Voting members are appointed for one-year terms, subject to reappointment in the 
interest of continuity. 
 

III. DUTIES 
 

Represent the interests of recent graduates and promote activities for this group:  
 

A. Promote the establishment and support of GOLD entity committees within Sections, 
Societies, Regions, Chapters or other IEEE entities at the discretion of those entities.  

B. Advocate IEEE GOLD-appropriate benefits and services to the appropriate IEEE entities. 
C. Encourage recognition of GOLD type activities performed by individuals or entities and 

promote GOLD Awards.  
D. Establish communications channels within IEEE for the GOLD Affinity Groups/members. 
E. Promote strategies to bridge the transition from Student Member grade. 
F. Promote strategies to retain and recruit graduating students and recent graduates, and to 

develop volunteer leadership from within this affinity group.  
G. Promote GOLD goals at conferences, symposia, and similar events. 
H. Advocate GOLD Affinity Group representation on IEEE governing boards and 

committees. 
I. Participate in IEEE meetings such as Sections Congress, Annual PACE Conference, etc.  
J. Represent and provide leadership to recent graduates and young professionals in 

activities involving other IEEE entities.  
K. Measure, track, and report on GOLD program effectiveness. 

 
IV.  GOLD AFFINITY GROUP 

 
A. The GOLD Affinity Group is a local unit of the Alabama Section, established by petition to 

the parent organizational unit (“parent entity”), the Graduates Of the Last Decade.  The 
petition was approved by the Alabama Section Executive Committee on September 11, 
2000 and formally approved by IEEE Executive Director on October 5, 2000.  The GOLD 
Affinity Group is established to fulfill the purposes of IEEE by organizing activities that are 
non-technical in nature and is under the joint supervision of the Section and the GOLD 
Committee. 
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B. The GOLD Affinity Group functions in a manner similar to that of a Committee of the 
Section, but with many of the additional requirements as for a Subsection. The Affinity 
Group is required to maintain a membership of not fewer than six (6) members, other 
than students, and to hold not less than two group-interest meetings per year, or to 
maintain a level of activity acceptable to the Section Chair and Region Director. 

 
C. Affinity Group interest meetings shall be scheduled only after prior approval of the 

Executive Committee of the Section within whose boundaries the meeting will be held.  
 
D. Officers of the GOLD Affinity Group shall be at least a Chair, a Vice Chair and a 

Secretary-Treasurer. The organizer of the GOLD Affinity Group becomes the interim 
Chair pending election of a regular Chair at a later organizational meeting.  The 
procedures for nomination and election as well as duties of the officers are detailed in the 
Alabama Section Bylaws, Article XII. 

 
E. The GOLD Affinity Group derives funds from the Section in accordance with an annual 

budget, a stated set of objectives and a plan for distribution, which shall be consonant 
with the missions of IEEE, RAB and the parent organizational unit. 

 
V. HEADQUARTERS GUIDES/CONTACTS 
 

IEEE Managing Director, Regional Activities 
National GOLD Web site:  http://www.ieee.org/ra/gold/ 
National GOLD contact mailing list: gold@ieee.org 

 
VI. BUDGET 
 

The Executive Committee should be informed of the GOLD Committee programs and GOLD 
Affinity Group activities planned for the year. The Executive Committee must approve any 
expenditure of funds.  Items which should be considered in requesting budget funds include: 

 
 Spring Social Meeting to attract and retain GOLD members   
 Participation in Annual PACE Conference (IEEE-USA helps defray expenses) 
 Winter Social Meeting to attract and retain GOLD members 
 IEEE-USA provides annual rebate funds to Sections with qualifying Affinity Groups 

 
VII. REFERENCE MATERIAL 
 

Alabama Section Guide and Bylaws 
Regional Activities Board Operations Manual, Section 9.9 

 
 



IEEE  ALABAMA SECTION GUIDE  SECTION 12–GRADE TRANSFER  COMMITTEE 

 

32  

GRADE TRANSFER COMMITTEE 
 
I. INTRODUCTION 

The Committee shall endeavor to encourage a high professional standing of the Section by 
promoting interest within the membership in grade transfer whenever the qualifications are 
fulfilled.  It is not the function of this committee to evaluate eligibility qualifications, but to 
encourage interest in grade transfer. 
 

II. ORGANIZATION 

The Grade Transfer Committee Chair is appointed by the Section Chair and approved by the 
Executive Committee.  The Committee Chair will select new committee members and confirm 
their appointment in writing.  Membership normally consists of six members.  Suggested:  Two 
from electric utilities, two from communication companies, one academic, and one other.  
Members are to be of Fellow and Senior Member grade. 
 

III. DUTIES 

As a part of Membership Development, the following duties are taken from the publication:  
 Membership Development Guide for Sections, April, 1983 (Pages 23 and 24) 
 
A. Publicize requirements for all IEEE Grade of Membership (IEEE Bylaws, Section 101-

112). 
 
B. Promote grade transfer at Section meetings by announcements and recognition of 

individuals who have been successfully achieved transfer to a higher grade. 
 
C. Proposing Transfer to Higher Grade. 
 

Assist in the submittal of applications for individuals recognized as possible qualifiers.  
Send application forms to possible qualified members for their submittal to IEEE 
Headquarters.  Along with the application form, to ensure that the form is completed fully 
and properly, provide guidelines from the IEEE Policy and Procedures Manual about the 
qualifications, education and work experience that the IEEE Admissions & Advancement 
Committee will evaluate in reviewing the application 
 

D. Assist Section Awards Committee in submittal of Fellow Grade nominations. 
 
E. Section Executive Committee approval is not required on applications for grade transfer.  

However the Executive Committee may want to take an active part in supporting an 
application for transfer to the grade of Senior Member, particularly with regard to 
references required. 

 
IV. HEADQUARTERS GUIDES, CONTACTS 

CAUTION:  Verify in Latest Directory. 
Field Services   908-562-5501 
Processing Application    908-562-5530 
General Information  212-705-7900 
Service Center   908-981-0060 
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V. BUDGET 

None 

VI. REFERENCE MATERIAL 

Membership Development - Guide for Sections 
Membership Information 
The Engineering Society - A Study in Value 
Alabama Section Guide 
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MEMBERSHIP DEVELOPMENT 

I. INTRODUCTION 

A detailed Membership Development Committee (MDC) guide is available from IEEE-USA 
headquarters. For this reason the following is written with the intent of filling in the "gaps" of the 
headquarters guide and providing additional information concerning the operation of the Alabama 
Section in particular. 
 

II.  ORGANIZATION 
 

A. The Membership Development Committee Chair is appointed by the Section Chair and 
approved by the Executive Committee.  The Committee Chair will select new committee 
members and confirm their appointment in writing. 

 
B. The Committee Chair should consider appointing committee members from major 

companies where IEEE members are employed. 
 
C. The first MDC meeting of the year should be scheduled in or before January. 
 

III. DUTIES 

A. The principal duties of the MDC are to enlist new members, contact members whose 
dues are in arrears, contact members who have resigned, nominate individuals for the 
Spark Plug Award, and coordinate with the Attendance Committee to contact graduating 
Student members.  The MDC is responsible for having a supply of the current types of 
membership applications and brochures and knowledge of membership requirements 
and procedures.  Details concerning most of the above duties and responsibilities are 
available in the Membership Development Guide For Sections which will be mailed to the 
MDC Chair from headquarters. 

 
IEEE headquarters will regularly send to the MDC Chair a list of names of those 
members in the Alabama Section to be contacted who have not paid their dues on time.  
The list is in the form of address labels that facilitate contacting the member by letter.  
Sample letters are in the headquarters guide and in the MDC files.  Phone calls and 
personal contacts are also effective. 
 

B. In October, IEEE headquarters will send a gummed address label list of Student 
members who have graduated during the year and moved into Alabama Section territory.  
Upon graduation, the Student member is automatically elevated to Member grade.  
Technically, the recent graduate is the concern of the Attendance Committee.  However, 
many recent graduates never renew their membership, and the MDC will see their names 
on the “dues in arrears” list.  For this reason, it is recommended that the MDC Chair 
contact the Attendance Committee Chair and both committees send a letter to the recent 
graduate in the same envelop using the gummed labels.  Sample letters are in the MDC 
files. 

 
C. Membership applications, brochures, etc., are available from IEEE headquarters upon 

request.  See paragraph IV below for available IEEE publications. Membership 
requirements are specified in the Membership Development Guide for Section, available 
from IEEE headquarters. 
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D. There are many projects that the MDC can undertake, depending on the needs of the 
Section.  Five necessary projects are listed below: 

 
1. Provide each MDC member with a Section roster in order to facilitate contacting 

their company's personnel department to obtain a list of E.E.'s in their company.  
Use the list to determine the names of E.E.'s who are not IEEE members, and 
thus are prospects for Section membership. 

 
2. The MDC Chair should contact the Chair of each of the technical societies and 

request that he or she encourage IEEE membership at each of his or her society 
meetings.  Provide brochures and any other membership material that are 
needed. 

 
3. Designate a month as "Membership Month", and sponsor a membership drive 

with the Section as a whole participating. 
 
4. Arrange for a membership display table at each of the Section meetings. 
 
5. Request committee members from college campuses to encourage continued 

IEEE membership for graduating seniors at one of the Student Chapter meetings 
near the end of each term. 

 
IV. HEADQUARTERS GUIDES/CONTACTS 

Headquarters will provide a MEMBERSHIP DEVELOPMENT GUIDE FOR SECTIONS without a 
request from the MDC Chair.  The following are available upon request: 
 

Membership brochure (including application) 
Student Membership brochure (including application) 
Application for enrollment in IEEE Groups and Societies 
Application for reinstatement to IEEE 
Membership poster 
IEEE Group Insurance leaflet from the Staff-Director, Field Services, 445 Hoes Lane, 
Piscataway, New Jersey 08854, telephone 908-981-0060, Ext. 280. 
 

V. BUDGET 

None 
 

VI. REFERENCE MATERIAL (also see IV above) 

Alabama Section Guide 
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PRIZE PAPER 

I. INTRODUCTION 
 

A. This Guide is intended to provide information and suggestions that will be useful to the 
Chair of the Prize Paper Committee in carrying out the responsibilities of the committee. 

 
B. It is the general responsibility of the Committee to encourage professional writing and 

promote publishing of Section papers through the Section Prize Paper competition. 
 

II. ORGANIZATION 
 

The Prize Paper Committee Chair is appointed by the Section Chair and approved by the 
Executive Committee. The Committee Chair will select new committee members and confirm 
their appointment in writing. The Section Prize Paper Committee normally consists of four 
members.  It is recommended that university engineering professors serve as committee 
members and judges of the merit of the papers. 
 

III.  DUTIES 
 

A. A most important function is publicizing the competition. Since participation is limited to 
the membership of the Alabama Section, internal Section communications can be used 
effectively.  Recommended actions include: 

 
1. Prepare an announcement of competition (a sample is attached as Attachment 

PP-1). 
 

2. Arrange for publication of the announcement at Section meetings, in the Section 
Newsletter and on the Web page.  Contact the Section Secretary, Newsletter 
editor and Web Master.  

 
3. Send copies of the announcement to Chairs of the technical societies, and 

request that they call it to the attention of their members at chapter meetings. 
Names and addresses can be obtained from the Chair of the Technical Activities 
Committee. 

 
4. Send copies of the announcement to members who may be able to post it on a 

bulletin board at their place of employment. 
 

B. The next important function of the Committee is selecting the winners of the competition.  
The intent of the competition is to select first and second place winners. The procedure 
recommended to determine the winners follows. 

 
1. If only one eligible entry is received, it is automatically declared the First Prize 

winner. 
 
2. If two or more eligible entries are received, they must be judged, with both First 

and Second Prize winners being selected. 
 
3. Each member of the Committee should judge the papers as directed by the 

Committee Chair.  A sample cover letter, giving the recommended judging 
procedure, is attached as Attachment PP-2. 
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4. When the judging is complete, advise the Section Chair and Treasurer by letter 
of the results so that checks for the cash awards can be prepared. The amount 
for each award is determined each year by the Executive Committee. 

 
5. Have award certificates lettered for each eligible author of each winning paper.  

(A winning paper may have been co-authored by two or more people, only one of 
whom is a Section member.  Only Section members are eligible for awards.) 

 
6. Present checks and certificates to the winners at the March Section meeting, if 

possible.  Because of time and schedule constraints, it may be difficult to have 
the checks and certificates prepared and to have all the winners attend the 
March meeting.  Any checks and certificates not presented at that time shall be 
mailed to the winners along with a congratulatory letter. 

 
C. Forward results of the Prize Paper competition to the incoming Program Committee Chair 

for consideration as potential presentations at the Alabama Section meetings. 
 
D. Pass along copies of all correspondence to your successor. 
 

IV. HEADQUARTERS GUIDES, CONTACTS 
 

None. 
 

V. BUDGET 
 

In January, the Prize Paper Committee Chair should provide to the Section Treasurer a proposed 
budget amount for awarding monetary prizes to the Prize Paper competition winners.  Amounts 
approved by the Section Executive Committee in prior years can be obtained from the Treasurer 
and used as a basis for the current year budget. 
 

VI. REFERENCE MATERIAL 
 

Alabama Section Guide 
  Attachment PP-1 
  Attachment PP-2
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ATTACHMENT PP-1 
 
SAMPLE ANNOUNCEMENT - IEEE ALABAMA SECTION PRIZE PAPER COMPETITION 
 
 
IEEE ALABAMA SECTION PRIZE PAPER COMPETITION 
 
The annual prize paper competition is open to all Associates, Members, Senior Members, and Fellows of 
the Alabama Section of IEEE.  Any paper published in a recognized journal or presented at a regional or 
national meeting during the period January 1, 20A through December 31, 20A will be eligible, provided 
five (5) copies are mailed to (Name and mailing address of Prize Paper Committee Chair) and 
postmarked by December 31, 20A.  Papers will be judged on (1) contribution to the broad field of 
electrical engineering, (2) originality, (3) general interest, (4) analytical treatment, and (5) mode of 
expression. Judging will be on the written presentation only.  Winners will be notified and awards will be 
presented at the March, 20B meeting.  Only one entry per person will be accepted. 
 
A=Current calendar year 
B=Next calendar year 
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ATTACHMENT PP-2 
 
SAMPLE COVER LETTER – PRIZE PAPER TRANSMITTAL 
 
Date: (By or before February 1, 20__) 
 
To: IEEE Alabama Section 
       Prize Paper Committee Members 

 

Dear _________________: 
 
Enclosed are (number) papers which meet the eligibility requirements for the IEEE Alabama Section Prize 
Paper Competition covering the period January 1, 20__ to December 31, 20__.  According to the 
published rules of the competition, the papers are to be judged on: 
 
 (1) Contribution to the broad field of electrical engineering 
 (2) Originality 
 (3) General interest 
 (4) Analytical treatment 
 (5) Mode of expression 
 
It is suggested that each paper be individually scored in each of the above five categories on a scale of 1 
to 5 (5 being the highest rating), with the total score for each paper being the summation of the five 
category scores.  Alternatively, you may use any other method you prefer as long as the final result is a 
score for each paper of 5 to 25 (inclusive). 
 
Each committee member should be prepared to discuss the results of his or her review at a meeting to be 
arranged by the Prize Paper Committee Chair shortly after February 1.  The winners will be determined at 
this meeting after a discussion of the scoring by all judges for each paper. 
 
The papers enclosed for your consideration include: 
 
 1.  Author(s), Title 
 2.           ,  
 3.           ,  
 
In order to provide deserved recognition to the Prize Paper winner, we would like to announce the 
competition results and award prizes at the regular March meeting of the Section.  Therefore, your prompt 
attention to reviewing the papers is critical to achieve this goal. 
 
Yours truly, 
 
 
 
Chair, Prize Paper Committee 
Enclosures ( ) 
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PROFESSIONAL ACTIVITIES 

I. INTRODUCTION 
 

The purpose of the Professional Activities Committee for Engineers (PACE) is to extend the 
influence of the IEEE and the individual members into the local, state, and national communities 
and to guide the implementation of relevant IEEE National and IEEE Region 3 professional 
activities within the Alabama Section. 
 

II. ORGANIZATION 
 

The Professional Activities Committee Chair is appointed by the Section Chair for a two-year term 
and approved by the Executive Committee.  The Committee Chair will select new committee 
members and confirm their appointment in writing.  The committee normally consists of at least 
three members, of whom at least two shall be Licensed Professional Engineers, plus 
representation from other committees, such as Education, Membership Development, Section 
Development, or Student Activities.  Members other than the Committee Chair shall be appointed 
for one-year terms and may succeed themselves. 
 

III. DUTIES 
 

The responsibilities of the committee shall include, but not be limited to, the following: 
 
A. Coordinate with IEEE regional and national organizations as well as with other 

engineering and professional societies on all matters pertaining to professional 
engineering activities. 

 
B. Develop and recommend to the Section Executive Committee for acceptance suitable 

professional activities for the Section. 
 
C. Encourage and assist Section members in becoming licensed as Professional Engineers. 
 
D. Encourage Professional Licensing by providing information to the Section such as: 
 

1. Test dates. 
2. Refresher courses. 
3. Number of persons taking the test. 
4. Track the percentage of IEEE membership licensed (available in Section 

membership database). 
 

E. Work with the Membership Committee to establish a procedure to keep records up to 
date regarding Professional Engineers (PE) and Engineer Interns (EI). 

 
F. At Section meetings, inform members of activities and opportunities as requested by 

IEEE-USA. 
 
G. Periodically meet with other Alabama IEEE Sections and Subsections such as Huntsville, 

Mobile, and Montgomery. 
 
H. Assist municipal governments in problem solving, as requested. 
 
I. Provide for annual IEEE Alabama Section membership on the Engineering Council of 

Birmingham (ECOB).  Select two committee members to represent the Section.  Assist 
the ECOB in its undertakings, and report to the Section on ECOB activities. 
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J. Provide for annual IEEE Section membership on the Joint Engineers Council of Alabama 
(JECA).  Select a member to represent the Section.  Assist JECA in its undertakings. 

 
K. Recommend to the Section Executive Committee specific goals and methods to 

accomplish objectives deemed desirable by the professional activities committee. 
 
L. Develop and maintain liaison with: 
 

1. Elected officials and administrators, as applicable. 
2. All IEEE-USA committees relating directly to professional activities. 
 

M. Attend locally held legislative and administrative hearings on subjects of concern to 
engineers. 

 
N. Recommend people to serve on the Regional and IEEE-USA committees and 

subcommittees. 
 
O. Select a representative to attend the annual IEEE-USA Professional Activities 

Conference held each Labor Day weekend.  This representative has the responsibility of 
presenting a program to the Section covering the subjects, issues, and other matters that 
were presented and/or discussed at the conference. 

 
P. Participate in National Engineers' Week during February each year: 
 
 1. Set up engineering exhibits for pre-college students and the general public. 
 

2. Coordinate with Awards Committee on advertisements in the Birmingham 
Business Journal and Birmingham Magazine relative to Section Award nominees 
for ECOB Birmingham Area awards. 

   
3. Encourage attendance at the Engineering Council of Birmingham’s annual 

awards banquet. 
 
Q. Encourage members to assist in programs such as Discover E, Math Counts, Math and 

Science Fair. 
 
R. Encourage members to participate in various activities where engineers can assist local 

schools.  These activities include volunteer teaching of basic science, providing 
engineering demonstrations, or discussing the electrical engineering profession. 

 
S. Establish a telephone "pyramid" network, memo distribution lists, and newsletter features 

to inform Section members of current developments and to elicit constituent support of 
(or opposition to) government actions. 

 
T. Establish such ad hoc task forces as may be needed to perform specific jobs, functions, 

or studies. 
 
U. Work with the Significant Bits Newsletter editor to publish articles on professional 

activities. 
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IV. HEADQUARTERS GUIDES/CONTACTS 
 

Region III - Professional Activities Committee Chair 
 
V. BUDGET 

 
Recommend the annual budget to the Section officers.  Items to be considered but not limited to 
include:  
 
 Expense for the PACE Chair or other committee member to attend the annual PACE 

Conference 
 Dues for ECOB 
 Dues for JECA 
 Birmingham Business Journal advertisement of Award nominees 
 Birmingham Magazine advertisement of IEEE 
 Exhibit booth at UAB open house during National Engineers Week 
 ECOB Awards Banquet Tickets for Awards nominees and their spouse/guest 
 Cost of IEEE materials to be distributed 
 Expenses for producing professional activities workshop/tutorial/seminar. 

 
VI. REFERENCE MATERIAL 
 

Alabama Section Guide 
IEEE-United States Activities PACE Leaders' Handbook 
IEEE-USA Directory 
IEEE-Pace Conference and Workshop Record 
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PROGRAM 

I. INTRODUCTION 
 

These guidelines supplement aids available from the national office.  The objective of the 
Program Committee is to provide the best technical programs for the Section meetings. 
 

II. ORGANIZATION 
 

The Program Committee Chair is appointed by the Section Chair and approved by the Executive 
Committee.  The Committee Chair will select new committee members and confirm their 
appointment in writing. 
 
In addition to the Chair, this committee should be composed of at least one member for each 
program for which the Committee is responsible.  It is permissible for a member to be in charge of 
more than one meeting. 
 

III. DUTIES 
 

A. Obtain the schedule of meeting dates for the new program year from the Section Vice 
Chair.  In some years the February meeting is a joint meeting with the ASME Section.  
Their Section is responsible for the program alternate (currently even numbered) years. 

 
B. Organize well in advance of the administrative year beginning in January.  The Section 

Vice Chair (Chair nominee) is responsible for initiating and organizing this committee. 
(Some committees have been formed a full year in advance of their administrative year 
allowing speakers to be contacted 12 months or more in advance of the desired program 
date.) 

 
C. Schedule a meeting with the full committee as soon as Committee members are 

assigned in order to plan the total program year together.  Then assign responsibility for 
each program to a specific member (“Program Coordinator”).  However, the Committee 
Chair is responsible for assuring that each program is in accordance with the overall plan 
for the year.  Do not simply assign members to “get a program”. 

 
D. Arrange for a readily available standby program that can be presented in case of the 

failure of a scheduled speaker to arrive. 
 
E. Confirm programs through the program year.  Hold Program Committee meetings and 

invite the Arrangements Chair and Publicity Chair. 
 
F. Obtain a suitable memento for presentation to the program speakers at each monthly 

meeting.  These may be obtained from United Specialty or another suitable 
trophy/specialty store in the Birmingham area.  The invoice should be submitted to the 
treasurer for reimbursement. 

 
G. Advise each Program Committee member of his or her responsibilities which are 

described in Attachment PC-1. 
 
H. Review  "Speaker Information and Equipment Required Checklist" (Attachment PC-2), to 

ensure that it is current. Send each program speaker this checklist at least one month in 
advance of the program. 

 
I. Review the “Presentation Guidelines” (Attachment PC-3) to make sure that the speaker 

has been given all the pertinent information essential to a successful presentation, and 
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that the committee member is thoroughly prepared to act as host and introduce the 
speaker in a highly professional manner. 

 
J. Call each speaker one week in advance of the program to assure all is in order.  It is 

good to check to be sure the program objective has not been changed by the speaker 
because of misunderstandings. 

 
K. Send each speaker a “Thank You” letter following the Section program presentation. 

(Attachment PC-4)  
 
L. Submit annual report to the Section Chair prior to the January meeting. 
 
M. By December 31, turn over all correspondence files to the new Vice Chair. 

 
IV. HEADQUARTERS GUIDES/CONTACTS 
 

Read IEEE publication Meeting Guide, Section and Chapters latest version, and previous 
Committee annual reports. 
 

V. BUDGET 
 
 Generally the speakers who are invited do not require expense reimbursement or a speaker fee.  

However, in unusual cases, such as a speaker whose expenses are not covered by his or her 
employer, the Section Executive Committee may agree to underwrite travel expenses.  Also, 
some budgeted funds are required for speaker mementos.  A typical budget is $1000.  The 
budget should be submitted to the Section Treasurer in January as part of the normal Section 
budget development.    

VI. REFERENCE MATERIAL 
 
Files from past committees 
Alabama Section Guide 

  Attachment PC-1:  Program Committee Member Responsibilities 
  Attachment PC-2:  Information For Guest Speaker and Check List Of Equipment Required 
  Attachment PC-3:  Presentation Guidelines 
  Attachment PC-4:  Sample Letter of Appreciation To Speaker
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ATTACHMENT PC-1 
 

PROGRAM COMMITTEE MEMBER RESPONSIBILITIES 
 
1. Each committee member responsible for planning a meeting program (Program Coordinator) and 

obtaining a speaker, will be the speaker’s personal host and provide for his or her needs.  The 
speaker will be the dinner guest of the Section. Register the speaker and any accompanying 
persons on the "Guest" log. 

 
2. Prior to the 10th of the month preceding the scheduled program, the committee-member host 

should send enough information describing the speaker and the program content directly to the 
Newsletter editor so that it can be included in the Section monthly Newsletter.  Also send a copy 
of this information to the Publicity Committee Chair. 

 
3. The member responsible for the program (Program Coordinator) will introduce the speaker, 

control the question and answer period, thank the speaker, present an appropriate memento or 
plaque and return the program to the Section Chair. 

 
4. Audio/visual aids are coordinated and furnished by the Arrangements Committee. The Program 

Chair is responsible for determining and reporting the speaker's audio/visual requirements to the 
Arrangements Committee at least three (3) weeks prior to the meeting date. 

 
5. The attached form (Attachment PC-2) was designed to be sent to a speaker.  It may be also used 

by the Program Coordinator as a checklist in planning the program. 
 
6. The Program Chair is responsible for writing a "thank you" letter to the speaker.  See Attachment 

PC-4 for a typical letter. 
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ATTACHMENT PC-2 
 

INFORMATION FOR GUEST SPEAKER AND CHECK LIST OF EQUIPMENT 
REQUIRED 

THE INSTITUTE OF ELECTRICAL AND ELECTRONICS ENGINEERS, INC. (IEEE) is the world's largest 
engineering society for men and women, founded in 1884.  Its purposes include the following: 
 
 Scientific and educational, directed toward the advancement of the theory and practice of 

electrical engineering, electronics, radio, and the allied branches of engineering and the 
related arts and sciences. 

 
 Professional, directed toward the advancement of the standing of the members of the 

professions it serves. 
 
 IEEE strives to enhance the quality of life for all people throughout the world through the constructive 

application of technology in its fields of competence.  It endeavors to promote understanding of the 
influence of such technology on the public welfare. 

 
THE ALABAMA SECTION OF IEEE, covering the mid-Alabama area, consists of engineers from the 
telephone and electrical utilities, general industry, technical sales organizations, and educational 
institutions. 
 
AVERAGE MEETING ATTENDANCE:  50 -100 members and guests 
 
LOCATION: ________________________ 
  ________________________ 
  Birmingham, Alabama  
 
TIME: 5:30 - 6:00 p.m. Social Period 
  6:00 - 6:45 p.m. Dinner 
  6:45 – 7:00 p.m. Business/Announcements 
  7:00 - 8:00 p.m. Program 
 
PROGRAM: 45 – 60 minutes (includes question and answer period) 
 
FACILITIES: Podium (lighted) and PA system with lapel microphone to enable speaker mobility. 
 
EQUIPMENT ( ) 16MM Movie Projection   (   ) 35MM Slide Projector 
REQUIRED: ( ) Screen    (     ) Pointer   (   ) Easel)          (     ) Computer 
(Please check) (     ) Overhead Projector   (    )  Other  _____________________________________ 
 
PERSONAL:  The guest speaker is requested to indicate the equipment needed for the program 

presentation and return this sheet together with a resume for introductory purposes and a 
one paragraph synopsis of the planned presentation.  These should be forwarded one 
month in advance of the meeting date to the IEEE contact shown below: 

 
 Program Coordinator:  __________________________     E-mail:  _________________________ 
 
      Telephone:  __________________________                    Fax:    _________________________      
 

 
 



IEEE  ALABAMA SECTION GUIDE  SECTION 16–PROGRAM 

 

47 

ATTACHMENT PC-3 
 

PRESENTATION GUIDELINES 
 

The Program Committee Chair or a clearly designated person should make the arrangements for the 
speaker giving a presentation before the Alabama Section of the IEEE.  The speaker should be made 
aware of the following information to ensure a successful presentation. These guidelines are intended for 
use by the person responsible for the program and are not intended to be given directly to the speaker.   
 
Provide Information about the Section and those likely attending: 
 

 The speaker needs to know as much as possible about the audience, their expectations, and the 
physical conditions for the presentation.  

 The audience will be electrical engineers of many backgrounds – not necessarily experts in the 
speaker’s field of expertise.   

 Their interests are broad – ranging from highly technical to general management.  They are 
interested in advancements in the fields of electrical engineering, career development, related 
engineering activities, engineering education, or new and innovative ideas. 

 

Provide information about the physical location, presentations aids, and 
expectations of the meeting: 

 

 Provide clear directions to the meeting location. 
 Advise that a PA system will be used with a lapel mike. 
 Determine what visual aid or other equipment, if any, is needed.  Have a clear understanding of 

who will arrange for or furnish the equipment. 
 Advise the speaker about the usual time limits, including opportunities for questions and answers. 

 

Introducing the speaker: 
 
 Do your homework!  You have an important job.  
 Explain to the audience who the speaker is and why he or she is qualified to be speaking. 
 Honor the speaker by giving enough information so that he or she doesn’t have to do his or her 

own introduction. 
 To the extent possible, get the speaker on his feet in front of the group, relaxed, feeling 

comfortable, welcomed, and appreciated.   
 

If the speaker asks for suggestions, tips, or the characteristics of other 
successful programs:  
 

 Be helpful but avoid giving a tutorial on public speaking.  Talk about what seems to have worked 
best for our organization. 

 Suggest a presentation limit of 45 minutes with questions and answers not exceeding 15 minutes.   
 Suggest that overhead transparency or powerpoint presentations seem to work well if it is 

appropriate for the subject material to be covered. 
 Advise that those attending who are not experts in the field appreciate explanation of acronyms 

and a brief orientation on the subject before becoming more technical. 
 Tactfully advise that the speaker obviously might need to refer to his or her company in 

connection with the subject, but should avoid appearing to be marketing for the company. 

 Delivery styles vary by individuals, but we seem to prefer natural, spontaneous talks as opposed 
to canned or written speeches.     
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ATTACHMENT PC-4 
 
SAMPLE LETTER OF APPRECIATION  TO GUEST SPEAKER 
 
 
 
Dr. James B. Dozier, Director 
Research & Technology Office 
Science & Engineering Directorate 
National Aeronautics & Space Administration 
Marshall Space Flight Center, Alabama  35812 
 
Dear Dr. Dozier: 
 
On behalf of the entire Alabama Section of IEEE, I want to express our sincere appreciation for the 
excellent program that you presented last evening.  I received many favorable comments, and I think that 
the question period which followed your presentation indicated a great interest of our members. 
 
Our attendance was approximately ___, and we feel that we achieve this significant member participation 
by providing interesting programs.  Your presentation will certainly help us to continue to maintain this 
high level of interest. 
 
Please visit with us again if you have an opportunity to be in Birmingham at the time of our monthly 
meeting. 
 
Sincerely, 
 
 
 
John Doe – Program Committee Chair, IEEE Alabama Section 
JD/cr 
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PUBLICITY 

I. INTRODUCTION 
 

This section is to serve as an additional local guideline for the Chair of the Publicity and Public 
Relations Committee and its members. 
 

II. ORGANIZATION 
 

The Publicity Committee Chair is appointed by the Section Chair and approved by the Executive 
Committee.  The Committee Chair will select new committee members and confirm their 
appointment in writing.  To help develop personal contacts, it is desirable that committee 
membership include individuals who reside in Birmingham, Anniston, Tuscaloosa, and 
Montgomery, and represent the major firms that have members in the Alabama Section. 
 

III. DUTIES 
 

A. Contact Committee members and schedule first Committee meeting.  This meeting 
should be held by at least the first week in January to allow time to publicize the February 
Section meeting. 

 
B. Prepare preliminary list of goals and objectives to discuss at first meeting.  The list should 

include: 
 

1. Publicize IEEE special activities (Engineering Student Night Tours, Engineers 
Week, etc.). 

2. Acknowledge IEEE accomplishments by employees (IEEE appointments, author 
IEEE papers, etc.) in company publications. 

3. Assist in publicizing activities of other IEEE committees. 
 

C. Contact Program Committee Chair to coordinate publicity for Section meetings. 
Obtain list of programs planned for upcoming year. 
 

D. Contact Student Activities Committee Chair to coordinate publicity for Student Night and 
Tours. 

 
E. Arrange a personal contact (lunch for example) with a reporter from the Birmingham 

News and/or Birmingham Post Herald.  Identify the Business and Science Editors at the 
Birmingham News, and forward News Releases to those editors for publication. 

 
F. Solicit aid from company's public relation and technical writing staff when preparing an 

article and/or News Release. 
 
G. Send news such as special meetings, short courses, awards, honors, etc., to Regional 

Director for possible publication in Spectrum. 
 
H. Consult with the Section Chair and Executive Committee members to review items that 

might be questionable to publicize. 
 
I. Contact IEEE members who can obtain approval to post IEEE meeting notices on their 

company's bulletin boards.  Often these companies can have notices printed and placed 
on bulletin boards the week preceding the Section meeting. 

 
J. Request committee members to coordinate posting monthly meeting announcements on 

company bulletin boards. 
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IV. HEADQUARTERS GUIDES, CONTACTS 
 

Consult the Public Relations Guide published for IEEE when formalizing your articles for various 
media. 

IEEE - Public Information 
345 East 47th Street 
New York, NY  10017-2394 
 

V. BUDGET 
 

$200.00 
 

VI. REFERENCE MATERIAL 
 

Alabama Section Guide 
IEEE Public Relations Guide 
 
Media contacts: 
 

Business Editor  Birmingham News The Birmingham News 
    P.O. Box 2553 
      Birmingham, AL 35202 
 
Business Editor  Tuscaloosa News The Tuscaloosa News 
      P.O. Drawer 1 
      Tuscaloosa, AL 35402 
 
Business Editor  Anniston Star  Anniston Star 
      P. O. Box 189 
      Anniston, AL 36202 
 

   WLTB-FM/LITE 99 WLTB-FM/LITE 99 
Public Information 236 Goodwin Crest Drive 
Announcement  Birmingham, AL 35202 
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SECTION DEVELOPMENT 

I. INTRODUCTION 
 

This document is a guideline for the Section Development Committee Chair and its’ members in 
leading efforts to make the Alabama Section an active, involved and growing component of IEEE. 
  

II. ORGANIZATION 
 

The Committee normally consists of three or four members from the various industries 
represented by the Section Membership plus an officer of any Subsection who shall be appointed 
by the Subsection Chair. The Chair of the Section Development Committee is appointed by the 
Section Chair for a two-year term and approved by the Executive Committee.  The Committee 
Chair will select new committee members and confirm their appointment in writing.  The Section 
Vice Chair and the Member-at-Large having Executive Committee responsibility for the Section 
Development Committee are ex-officio members of this committee. 
 

III. DUTIES 
 

A. Sponsor, encourage, and promote qualified members for Section, Region, and National 
activities. 

 
B. Promote Section participation in regional affairs. 
 
C. Develop and implement a permanent record of the history and development of the 

Section. Identify a permanent location for the Section record. 
 
D. Encourage Section sponsorship of appropriate conferences, seminars, and other related 

activities. 
 
E. Develop, up-date, and maintain the long-range development plan for the Section. In this 

regard, the Committee is the long-range planning group of the Section over a 3 to 5 year 
period for: 

 
1. Defining financial planning and investment recommendations for the Section. 
2. Supporting multi-year activities of the Section. 
3. Recommending to the Executive Committee longer-range goals and objectives 

fundamental to the Section's growth and development. 
 

IV. HEADQUARTERS GUIDES/CONTACTS 
 

None. 
 

V. BUDGET 
 

 Expense for travel to evaluate conferences and seminars 
 Expense to maintain permanent Section record 
 Expense for committee activity 

 
VI. REFERENCE MATERIAL 
 

Alabama Section Guide 
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SOCIAL ACTIVITIES COMMITTEE 

I. INTRODUCTION 
 

The Social Activities Committee is responsible for arranging and coordinating the social functions 
of the Section. 
 

II. ORGANIZATION 
 

The Social Activities Committee Chair is appointed by the Section Chair and approved by the 
Executive Committee.  The Committee Chair will select new committee members and confirm 
their appointment in writing.  The committee normally consists of about five members with 
responsibilities assigned in the following principal functions: 
 
A. CHAIR 
 

The Chair represents the Committee in contacts with the business establishment/facility 
where a social activity is to be held.  He/she also assigns to the Committee members 
their duties for the social activity and handles money transactions including receipts from 
ticket sales, unless the Treasurer agrees to handle.  The Chair should either arrange for 
or serve as Master of Ceremonies at the social activity. 

 
B. TICKETS 

 
One member is responsible for the printing of the tickets, letters, and self-addressed 
envelopes and for making arrangements for these items to be sent out in the newsletter, 
if required. 

 
C. BEVERAGES 

 
Another member will determine the amount and types of beverages needed.  He/she will 
purchase the beverages and bring them to the social activity.  A report of the proceeds 
should be made by this member to the Committee following the social activity.  

 
D. ENTERTAINMENT 
 

Another member will make arrangements for appropriate entertainment and handle billing 
issues. 

 
E. DOOR PRIZES 

 
Should the Committee elect to present door prizes, another member will arrange gifts for 
the social activity.  Any contributor of gifts should be sent a letter expressing the Section's 
appreciation. 
 

III. DUTIES 
 

A. In selecting Committee members, the Chair should be aware of and select members who 
can secure door prizes.   

 
B. The Committee should hold its first meeting no later than January and decide the date 

and site of any proposed social functions. He/she should obtain the Executive 
Committee's approval for the social activity site and date. 
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C. The Committee should meet as often as the Chair feels necessary, and each member 
should give a progress report of his or her activities.  The Chair should make appropriate 
announcements at IEEE meetings concerning forthcoming activities, and furnish this 
same information to the Editor of the monthly newsletter and the Webmaster. 

 
D. Beverage tickets may be sold at a reduced rate on the meeting night before the activity 

and also on the night of the activity.  Leftover beverages should be returned to IEEE 
Section and credit given to the Social Activities Committee account. 

 
E. On the date of the activity, the Committee members should arrive early and make the 

necessary site arrangements.  A table should be placed at the entranceway in order to 
greet the guests, issue nametags, and secure the ticket stubs to be used in drawing for 
the prizes. 

 
F. After the social activity, the Committee Chair should give a financial report to the IEEE 

Section Treasurer and return any unused funds or deliver any profits to the Treasurer. 
 
G. The Chair should make reservations for the site of the next activity well in advance of the 

required meeting date. 
 

IV. HEADQUARTERS GUIDES/CONTACTS 
 

None. 
 
V. BUDGET 

 
An advance of funds, if required, may be secured by the Committee Chair to pay expenses. The 
Section budget should provide at least $100 for the advance. 

 
VI. REFERENCE MATERIAL 

 
Alabama Section Guide 
Files of previous year's activities. 
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STUDENT ACTIVITIES  

I. INTRODUCTION 
 

The IEEE student program is the major source of regular membership growth for our Section and 
the Institute.  The participation in local Student Branches offers initial exposure to the students 
regarding professionalism and the benefits of regular IEEE membership after graduation.  The 
Section Student Activities Committee (SAC) plays an important role in helping to more fully 
develop these concepts through local Section exposure and programs. 
 

II. ORGANIZATION 
 
The Student Activities Committee Chair is appointed by the Section Chair and approved by the 
Executive Committee.  The Committee Chair will select new committee members and confirm 
their appointment in writing.  The Committee should include all Student Branch Counselors within 
the Section territory. 

 
III. DUTIES 
 

A. Schedule an early planning meeting with all Committee members as soon as possible 
after the Committee appointments are completed. This will allow an early exchange of 
ideas from the Student Branch Counselors as to the needs of their Branches and a 
definition of specific programs to be pursued. 

 
B. Establish contacts with the Student Branches in an effort to encourage PE licensure and 

Section involvement. 
 
C. Offer assistance in securing speakers for Student Branch programs.  Most branches 

successfully arrange their own programs, but there are times when SAC can be of 
assistance. 

 
D. Designate a Section meeting to be "Student Night."  The program and date should be 

coordinated with the Section's Program Chair.  The student's dinner, up to a limit as 
established by the Executive Committee, is subsidized by the Section membership. 
During the meeting on “Student Night”, usually the March meeting, a “Career Fair” 
will be provided by the Section and sponsored mostly by local firms who choose to 
participate. The “Fair” will begin one hour earlier than the normal social period and extend 
until the dinner hour and will offer students an opportunity to interact with career 
engineers.  The Program should be chosen such that it will have special appeal to the 
students or should be presented by the students.  In addition, each Student Branch is 
asked to narrate a summary of their activities.  Input from the Branches as to what type 
program they would desire should be received early in the year.  Tours of local plants or 
engineering establishments should be arranged to occur during the afternoon preceding 
the "Student Night."  This should be coordinated with the Technical Activities Committee 
Chair.  Also, the Professional Activities Committee Chair should be consulted concerning 
Student Night. 

 
E. Work with the Section Awards Committee and the Student Branches in promoting student 

paper participation.  The Section may choose to promote a prize paper competition with 
cash awards.  Participation by Branches in the Region 3 student paper contest should be 
strongly encouraged. 
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F. Obtain the information shown in the attached forms from the Student Branch counselors 
in determining the outstanding student and the Student Branch.  This information should 
be received by the SAC by the end of December in order for the SAC to determine the 
award recipients in time for the February Engineering Council of Birmingham Annual 
Awards Banquet].  A cash award, as determined by the SAC and the Executive 
Committee, and a certificate shall be awarded to the outstanding student.  A certificate 
shall also be awarded to the outstanding Student Branch. 

 
G. Work with the Professional Activities Committee to promote student Engineer-in-Training 

(E.I.T.) participation in preparation for professional engineer registration and other 
professional activities to demonstrate professional membership benefits.   

 
H. Work with the Professional Activities Committee to encourage students to participate in 

the activities during the National Engineers Week and work along side the Section 
members to help establish/improve communications and encourage professional 
involvement.   

 
I. Establish and maintain frequent contact with Student Branch Counselors so that Student 

Branch and Section activities can be coordinated.  Contact should be made monthly and 
Student Branch meetings attended twice per year. 

   
IV. HEADQUARTERS GUIDES, CONTACTS 
 

A. Student Activities Guide for Sections from IEEE headquarters. 
 
B. Student Branch Operations Guide from IEEE headquarters. 
 
C. Manager, Student Services, IEEE, 445 Hoes Lane, Piscataway, New Jersey 08854, 201-

981-0060, Ext. 287. 
 
D. Chair, Student Activities Committee for IEEE (current appointee can be obtained from 

above source in C). 
 
E. Chair, Student Activities Committee for Region 3 (current appointee can be obtained from 

Section Chair or above source in C). 
 
F. Regional student representative (usually announced via SAC newsletter.) 

 
V. BUDGET 

 
A. An annual rebate per member is provided directly to the student branches. 
 
B. The Committee planning session in January should identify programs requiring 

expenditures, and the proposed budget should be submitted to the Treasurer to be 
included in the Section budget. 

 
VI. REFERENCE MATERIAL 
 

 Report on Societal Needs of Young Engineers (maintained in Committee records) 
 How to Organize a Student Conference, (maintained in Committee records) 
 Directory of Tours, Speakers, Films,  (maintained in Committee records) 
 IEEE Student Activities - Newsletter (mailed to SAC Chair or counselors periodically) 
 Alabama Section Guide 
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Current Student Branch Locations: 
 
UAB 
Dept. of Electrical Engineering 
University Station 
Birmingham, AL 35294 
Phone 205-934-8440 
 
Auburn University 
Dept. of Electrical Engineering 
200 Broun Hall 
Auburn, AL 36849-5201 
Phone 334-844-1878 
 
Gadsden State College  
1001 George Wallace Drive 
Gadsden, AL  35903 
Phone 256-549-8200 
 
Tuskegee University 
Dept. of Electrical Engineering 
Tuskegee, AL 36088 
Phone 334-727-8011 
 
University of  Alabama—Tuscaloosa 
Dept. of Electrical Engineering 
P.O. Box 870286 
Tuscaloosa, AL 35487-0286 

 Phone 205-348-9085 
 
Current Student Activities Committee Members: 

 
To be determined 
Volunteers welcomed 
Workers required  
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ALABAMA SECTION OF IEEE 
OUTSTANDING STUDENT BRANCH 20__ – 20__ 
NOMINATION FORM 

 
 
Date of Nomination:   Branch Name:   IEEE Region Number:  
 
 
Address of Branch:   Phone Number:  
   
 
Name of Branch Counselor:  __________________________________________________  
 
Number of EE Students:  ________  
  Percent Of Increase Or 
Number of Student  Decrease Of Student 
Members in IEEE:   Members from Last Year:   
  
 
Number of Participants    Participation In Section 
in IEEE Meetings:    Student Night:   
(% of IEEE Members)    (Number of Students and 
    Professors in Attendance) 
 
Participation in IEEE  __________________________________________________  
Sponsored Events:  __________________________________________________  
(Southeast Con, Student Con etc.,   __________________________________________________  
List Number Of Student Attendance,  __________________________________________________  
Device Or Paper Contests Entered etc.,) ________________________________________________   
 
Number of Student Papers  ________  Number Of Student 
Published in 20__ - 20__:   Activities Held Each Year:   
(Professors can be the co-authors)     
 
Contributions to Society:  __________________________________________________  
  __________________________________________________  
  __________________________________________________  
  __________________________________________________  
 
 
Special Functions or  __________________________________________________  
Projects by Students:  __________________________________________________  
  __________________________________________________  
  __________________________________________________  
 
 
Any Other Awards, Essays  __________________________________________________  
or Competitions Entered:  __________________________________________________  
  __________________________________________________  
  __________________________________________________  
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ALABAMA SECTION OF IEEE  
OUTSTANDING ELECTRICAL ENGINEERING STUDENT AWARD 
NOMINATION FORM (20__ - 20__) 
 
 
Date of Nomination:    Name of Nominee:   IEEE Membership Date:   
 
US Citizenship:   Student Classification:   
    (Senior, etc.) 
 
Grade Point Average Overall: ______ Electrical Engineering: _________ 
Class Rank of Student 
(As Percent):   
 
Publications by Student: 
 
 
 
 
Honor Societies: 
(ETA KAPPA NU, TAU BETA PI, etc.) 
 
 
Participation in IEEE Activities: 
 
 
 
 
Service to Student Branch: 
 
 
 
Contribution to Any Special 
Engineering Projects: 
 
 
 
Any Other Accomplishments, Awards or Activities: (Communication Skills, Leadership Qualities, Speech 
Contest Awards, Public Service, etc.) 
 
 
 
Name of Institution: _________________________________________________________________  
Address of Institution: _______________________________________________________________  
Name of Branch Counselor: __________________________________________________________  
Telephone Number of Counselor:  ___________   e-mail Address of Counselor: _________________  
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TECHNICAL ACTIVITIES 

I. INTRODUCTION 
 

The Technical Activities Committee was formed to create more contact between the Executive 
Committee and the various technical societies having chapters in the Section.  Its’ functions are 
to encourage the formation and growth of Technical Societies and communicate their activities 
and plans to the Section Executive Committee  

 
II. ORGANIZATION 

 
The Technical Activities Committee consists of the Chair and the Chairs of all the Section 
Technical Society Chapters (currently Communications, Computer, Engineering Management, 
Industrial Applications, and Power Engineering Societies).  The Technical Society Chairs are 
elected by their respective society chapters. The Committee Chair is appointed by the Section 
Chair and approved by the Executive Committee.  

 
III. DUTIES 
 

A. In January, the new Technical Activities Chair should contact the past Chair and obtain 
the records for the previous year. 

 
B. In January, the Chair should call a meeting of the new Committee. The objectives of this 

meeting should be: 
 

(1)  Committee members to become acquainted 
(2) To discuss the plans and problems of each technical society 
(3) Develop ways to increase Section participation in Technical Society meetings. 
 

C. In January, the new Chair should compile a name and address list of Committee 
members and each Society's officers for distribution to the Section Executive Committee. 

 
D. Monthly, the Chair is responsible for becoming aware of the activities of each Society and 

for publicizing Society meetings at the Section meeting.  The Chair is also responsible for 
making sure that each Technical Society Chair sends their meeting notices to the Section 
Secretary in time for publication in the Section Newsletter each month. (Section Bylaws 
require notice in the monthly Newsletter of each Technical Society meeting.) 

 
E. Each Technical Society Activities Committee should communicate with the Section 

Executive Committee to request whatever assistance the society may need (money for 
tutorial courses, etc.). 

 
F. In December, the Chair should ascertain that all Technical Society meeting reports for the 

calendar year have been forwarded to the Section Secretary for inclusion in the annual 
report to National headquarters. 

 
IV. HEADQUARTERS GUIDES/CONTACTS 

 
None. 

 
V. BUDGET 

 
The Chair should represent the Technical Societies in the development of the Section budget and 
shall approve all expenditures made from the Technical Activities Committee budget. 
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VI. REFERENCE MATERIAL 

 
 Records of past Committees' activities. 
 Alabama Section Guide 
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SIGNIFICANT BITS NEWSLETTER 

I. INTRODUCTION 
 

The Significant Bits is a monthly newsletter of the IEEE Alabama Section providing information to 
members about Section and Technical Society meetings, continuing education activities and 
other topics of interest.  The newsletter also accepts limited advertisement according to 
guidelines established by the Section Executive Committee. 
 

II. ORGANIZATION 
 
The Editor of the newsletter is appointed by the Section Chair and approved by the Executive 
Committee.  The Editor may, with the concurrence of the Section Chair, in turn appoint Assistant 
Editors as deemed necessary and appropriate. 

 
III. DUTIES 

 
A. In November, determine the costs for creating and printing the monthly newsletters for 

the upcoming year.  Coordinate budgeting for these costs, plus postage amounts and 
payment arrangements with the Treasurer. 

 
B. In November, write letters to the Chair of the Technical Activities Committee, Chair of the 

Montgomery Subsection and the Chair of the Program Committee to request information 
for the monthly newsletter for the upcoming year.  All information is needed four weeks 
prior to the next Section meeting. 

 
C. Monthly, create the newsletter in three formats: 
 
 (1) Microsoft Word format to be electronically mailed to the printer. 
 
 (2) Text format to be electronically mailed to the Section membership.  
 
 (3) PDF format to be electronically mailed to the Section's Webmaster for posting on the 

web page. 
 
D. For the printed newsletters, order and direct printing to obtain a sufficient number of 

copies for those that receive a paper copy.  Ensure that the newsletters are mailed at 
least two weeks in advance of the Section meeting.  Ensure that the correct return 
address and permit number are printed on the newsletter. 

 
E. Utilize the following highly-recommended monthly schedule:  
  

 Five weeks prior to Section meeting:  send reminder to Officers/Committee Chairs. 
 
 Four weeks prior to Section meeting:  deadline to receive articles. 
 
 Three weeks prior to Section meeting: finish newsletter and e-mail to (1) printer 

(Word version), (2) Section membership (text version), and (3) webmaster (PDF 
version). 
 

 Two weeks prior to Section meeting - Newsletters taken to Post Office for mailing. 
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F. Coordinate with the Section Secretary who, with assistance from the Data Processing 

Committee, maintains the following lists of addresses: 
 
 1. Members who want a text copy by e-mail. 
 
 2. Members who wish to receive a paper copy by U.S. Postal Service. 
 
 3. A database for printing labels for the members receiving the paper copy. 
 
 An updated address list should be sent to the printer periodically to reflect changes from 

the monthly IEEE database updates.  Promote electronic distribution by encouraging the 
Section members to subscribe to the e-mail list.  Evaluate on a regular basis the benefit 
of producing and sending the paper copy version using bulk mail rates for the U.S. Postal 
Service versus moving more members to the electronic version. 

 
G. Accept advertisements according to the Advertisement Guidelines given in Attachment 

SB-1. 
 

IV. HEADQUARTERS GUIDES/CONTACTS 
 
None 

 
V. BUDGET 

 
Appropriate funds for printing and mailing newsletters. 

 
VI. REFERENCE MATERIAL 

 
Alabama Section Guide 
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ATTACHMENT SB-1 
 

Newsletter Advertisement Guidelines 
 
Introduction 
 
The IEEE Alabama Section newsletter, Significant Bits, will allow limited advertising to serve the IEEE 
membership, to serve engineering businesses, and to help defray publication costs. Listed below are the 
conditions under which advertising will be allowed and the procedures for publication.  The intent of the 
Alabama Section is to serve the membership by offering a communication venue for commercial interests 
without significantly increasing the amount of time required for publishing the newsletter. 
 
Guidelines: 
 
1. The Editor of Significant Bits is not expected to solicit advertising.  This would place undue 

additional time demands on a job that is already inherently time-consuming. 
 
2. Under the current four-page format, the advertising space is limited to the top half of the back 

page. 
 
3. The advertisements should be submitted in the form of typed copy for the Newsletter Editor to 

place, or submitted as camera-ready copy. 
 
4. The copy or print must be submitted not latter than the normal publication deadline published in 

Significant Bits. 
 
5. Advertisements may not pre-empt any articles that would normally appear. 
 
6. The Alabama Section Executive Committee reserves the right to change or discontinue this policy 

as well as refuse any advertisement. 
 
Business Advertisements 
 
A business is eligible to submit a camera-ready advertisement for publication in Significant Bits subject to 
the following conditions: 
 
1. Camera-ready artwork or layout must be provided to the Newsletter Editor no later than the 

deadline published by the Section. 
 
2. The business must be recommended by a Section member. 
 
3. The rates for advertisement are $60 for one-eighth of a page, $100 for one-quarter page, and 

$180 for one-half page.  Any additional publication costs will be passed along to the advertiser in 
addition to the normal advertising rate.  There will be no discount for repeated advertisements.  
Payment must be made at the time the advertisement is submitted. 

 
4. The placement and feasibility of publishing advertisements will be decided by the Editor of the 

Newsletter, subject to available space and manpower.  The Editor reserves the right to not 
publish advertisements that do not meet the criteria established by the Section. 

 
5. Advertisement space is made available for businesses to promote their company, a particular 

product, or the profession.  The wording and presentation of the advertisement should be 
professional and not discriminate based on color, creed, religion, sex, or age. 
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Member Employment Advertisements 
 
A member of the Alabama Section of the IEEE may place an employment wanted advertisement for 
publication in Significant Bits subject to the following conditions: 
 
1. The "employment wanted" form should be secured from the Newsletter Editor and completely and 

accurately submitted to the Editor no later than the deadline published by the Section.  The length 
of the advertisement is limited to the following conditions:  name, degree/titles and institutions, 25 
word synopsis or desired employment, address, and up to three phone numbers.  Additional 
space is not available. 

2. The advertisement must be for a member in good standing of the Section; the advertisement is 
available at no cost to these members and can run for 4 months per IEEE calendar year (January 
through December). 

 
3. The publication schedule and format will be at the discretion of the Significant Bits Editor.  Notice 

of which month's newsletter shall be used for publication will be announced twice annually. 
 
4. The Editor is not responsible for validating or securing additional information from the requestor.  

Incomplete forms will not be published. 
 
5. All member employment advertisements will be grouped as space permits.  The placement and 

feasibility of publishing advertisements will be decided by the Editor of the Newsletter subject to 
available space and manpower.  The Editor reserves the right to not publish advertisements that 
do not meet the criteria established by the Section. 

 
6. The Section should re-evaluate employment advertisement effectiveness on an annual basis. 
 



IEEE  ALABAMA SECTION GUIDE  SECTION 23–EXECUTIVE COMMITTEE MEMBERS-AT-LARGE 

 

 65 

EXECUTIVE COMMITTEE MEMBERS-AT-LARGE 

I. INTRODUCTION 
 

The yearly election of three Members-at-Large by the Section membership is provided for in 
Article VI, Section 2 of the Bylaws.  The Members-At-Large are representatives of their assigned 
standing committees and the Section membership in meetings of the Section Executive 
Committee.  

 
II. DUTIES 

 
A. In late December, the Section Chair will make written committee assignments to the 

Members-at-Large.  Typically, each Member-at-Large will be given liaison responsibility 
for four to six standing committees. 

 
B. Members-at-Large are an important communications route between their assigned 

committees and the Executive Committee.  Because three or fewer, standing committees 
may be represented directly at Executive Committee meetings, it is expected that 
Members-at-Large will have at least one information exchange with each of their 
assigned committees and be prepared to report their findings at each Executive 
Committee meeting. 

 
C. Members-at-Large should endeavor to verify, to the extent possible without becoming 

intrusive, that the duties of their assigned committees are being executed in a timely and 
successful manner. 

 
D. Members-at-Large are expected to attend the Executive Committee regularly to stay 

informed of current issues of importance affecting both their assigned committees and 
the Section membership. 

 
E. A valuable function of the Members-at-Large is to exchange news and factual information 

(relevant to issues requiring decision or policy making) between the Executive Committee 
and the Section membership.  This is typically accomplished by personal, verbal 
communication with and among the membership at Section meetings.  Members-at-
Large should promptly report to the Executive Committee for appropriate consideration 
pertinent information, issues or concerns that they discover among the membership. 

 
III. BUDGET 

 
None 

 
IV. REFERENCE MATERIAL 

 
Alabama Section Guide 
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WEBMASTER 

I. INTRODUCTION 
 

It is the responsibility of the Webmaster to update information on the Section’s Internet web page 
and to evaluate and implement, as appropriate, new uses and designs of the web page.  Updates 
include a contact list of Section officers, Committee Chairs, and Technical Society Chairs as well 
as Section meetings. 

 
II. ORGANIZATION 

 
The Webmaster is appointed by the Section Chair and approved by The Executive Committee.   

 
III. DUTIES 

 
A. Maintain the IEEE web page contact list of Section officers, Committee Chairs, and 

Technical Society Chairs. 
 
B. Update meeting times, dates, locations, speakers, and topics for the year. 
 
C. Evaluate and implement, as appropriate, new uses and designs of the web page. 
 
D. The Webmaster should recruit and train a replacement. 

 
IV. HEADQUARTERS GUIDES/CONTACTS 

 
No contacts at this time. 

 
V. BUDGET 

 
No amount is currently needed, since the server that hosts the Section’s web page is currently 
located at the University of Alabama at Birmingham and no fee is currently required.   

 
VI. REFERENCE MATERIAL 
 
 Alabama Section Guide
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APPENDIX A 

INSTITUTE OF ELECTRICAL AND ELECTRONICS ENGINEERS 
 

ALABAMA SECTION BYLAWS 

PREAMBLE:  In all instances, the Institute of Electrical and Electronics Engineers (IEEE) Bylaws, 
Constitution, RAB Operations Manual and IEEE Policy and Procedures will prevail when there is a conflict 
between these documents and Section Bylaws. 
 
ARTICLE I – Name 
 
Sec. 1. This organization shall be known as the Alabama Section of the Institute of Electrical and 
Electronics Engineers. 
 
Sec. 2. The territory served by this Section shall be the Alabama counties designated in a petition 
dated July 3, 1963, as recommended by the Regional Director and approved by the Regional Activities 
Board.  These counties include:  Autauga, Barbour, Bibb, Blount, Bullock, Butler, Calhoun, Chambers, 
Cherokee, Chilton, Choctaw, Clay, Cleburne, Coffee, Coosa, Crenshaw, Cullman, Dale, Dallas, Elmore, 
Etowah, Fayette, Greene, Hale, Henry, Jefferson, Lamar, Lee, Lowndes, Macon, Marengo, Montgomery, 
Perry, Pickens, Pike, Randolph, Russell, Shelby, St. Clair, Sumter, Talladega, Tallapoosa, Tuscaloosa, 
Walker, Wilcox, and Winston. 
 
ARTICLE II – Purposes 
 
Sec. 1. The purpose of the Section shall be to promote the principles as outlined in the Constitution 
and Bylaws of the Institute of Electrical and Electronics Engineers.  These purposes include the 
advancement of the theory and practice of electrical engineering, electronics, computer, radio, allied 
branches of engineering and of the related arts and sciences, and the maintenance of high professional 
standards among its members, and shall include such other activities as necessary, suitable, and proper 
for the fulfillment of its purposes. 
 
ARTICLE III – Membership 
 
Sec. 1. Members of this Section shall be all members of the IEEE who have mailing addresses within 
the territory of the Section.  Individual members may change membership from one Section to another in 
accordance with IEEE Bylaws.  The grades of the Section membership include Honorary Member, Fellow, 
Senior Member, Member, Associate, and Student. 
 
Sec. 2. All Fellows, Senior Members, and Members of the IEEE who are members of this Section 
shall be entitled to attend the meetings, vote, and hold office. Associates of the IEEE who are members of 
this Section shall be entitled to attend meetings and vote, but shall not have the right to hold office. 
 
Sec. 3. Honorary Members shall be entitled to all rights and privileges except the right to hold office. 
 
Sec. 4. Student members of the IEEE shall be entitled to attend meetings, but shall not have the right 
to vote or hold office. 
 
ARTICLE IV - Chapters 
 
Sec. 1. The Section may promote Group Chapters, or a Group or members of the group may 
promote a Chapter as set forth in the IEEE Bylaws.  Any such Chapter is to be governed by the Section 
Bylaws and Section Guide. 
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ARTICLE V - Group Affiliates 
 
Sec. 1. The Section shall recognize each Group Affiliate in good standing and each Affiliate so 
recognized shall receive notices regarding meetings and activities of the Group with which he or she is 
affiliated as set forth in the IEEE Bylaws. 
 
ARTICLE VI - Officers and Management 
 
Sec.1. The elective officers shall be a Chair, a Vice Chair, a Treasurer, a Secretary, and three 
Executive Committee members.  All elective officers shall hold office for one year beginning January 1st 
and shall be eligible for re-election, but not in consecutive terms. 
 
Sec. 2. The Executive Committee shall be the governing body of the Section, and shall direct the 
management of the Section's affairs.  The Executive Committee shall consist of the Chair of the Section, 
the Vice Chair, the Treasurer, the Secretary, the immediate Past Chair, three elected members 
(Members-at-Large) who shall be elected yearly, and at the option of the Chair, three Committee Chairs 
appointed by the Chair.  All Group Chapters and Subsections in the Section shall have representation on 
this Committee. 
 
Sec. 3. The Chair shall have general supervision of the affairs of the Section.  The Chair shall 
preside at meetings and shall perform such other duties and have such other powers as may be provided 
for in these Bylaws, or as may be delegated to the Chair by the vote of the Section.  In the absence of the 
Chair, duties of the Chair shall be performed by the Vice Chair or a member of the Executive Committee 
designated by the Chair. 
 
Sec. 4. The Treasurer shall act as the chief financial officer of the Section and shall have such duties 
as may be assigned by the Executive Committee, or as may be provided in these Bylaws.  At the end of 
each fiscal year the Treasurer shall prepare a financial statement for that fiscal year to be provided to the 
Section Chair, the Section Executive Committee, and sent to the Regional Director.  
 
Sec. 5.  The Secretary shall perform the duties usually delegated to the office of Secretary of an 
organization.  In addition, at the end of the administrative year the Secretary shall send to IEEE 
headquarters reports of meeting activity and officer confirmation for the Section, Subsections, Chapters, 
and Affinity Groups.  
 
Sec. 6.  Any vacancy occurring during the year shall be filled for the unexpired term by appointment 
by the Section Chair following a vote of the Executive Committee. 
 
ARTICLE VII - Nomination and Election of Officers 
 
Sec. 1.  Officers of the Section shall be elected by secret, written ballot, or show of hands if only one 
nominee, no later than the November meeting.  Not later than the May meeting, the Chair of the Section 
shall appoint a Nominating Committee of three or more members (not officers of the Section) which 
should include the two most recent Past Chairs who are able and willing to serve. The Section Chair shall 
appoint the Chair of this Committee, who shall issue a “Call for Nominations” for all positions elected at -
large to all voting members of the Section.  Section members must submit nominations within one month 
of the “Call for Nominations”. This Committee shall prepare a slate of candidates for the various offices, 
and shall place the slate in the hands of the Secretary in time for announcement at the regular September 
meeting of the Section.  In addition to the candidates nominated by this committee, nominations by 
petition may be made for a period of at least twenty-eight days following the announcement of the 
Nominating Committee slate of candidates.  A minimum of 15 signatures of members of the Section is 
required to place names into nomination by the petition process. 
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Sec. 2.  No later than the October meeting, all nominations made by the Nominating Committee and 
by petition shall be announced.  No later than the November meeting, the Chair of the Section shall 
appoint a Committee of Tellers, consisting of three or more members.  At the November meeting, this 
Committee shall distribute, collect, and count the ballots and report to the Chair who shall announce the 
results.  A plurality of the ballots returned shall be necessary for election.  In the event there is only one 
candidate for an office, the vote may be taken by a show of hands. 
 
Sec. 3. If, for any reason, the best interest of the Section requires a change in personnel of officers, 
such change may be made by a vote of the majority of the Executive Committee, subject to the approval 
of two-thirds of the members attending the next meeting of the Section.  Due notice of the proposed 
change shall be mailed to all members at least one week before the meeting. 
 
ARTICLE VIII - Meetings 
 
Sec. 1. Regular Section meetings shall be held once each month from January through December, 
excluding July and August, unless otherwise ordered by the Executive Committee, except that no less 
than five meetings will be held during the year.  Technical Societies shall meet as frequently as is 
warranted by the interest in the field represented. 
 
Sec. 2. Notices of all Section meetings, Society meetings and Affinity Group meetings shall be sent 
to all IEEE members in the Section at least one week prior to the date of the meeting.  These notices 
shall contain a full statement of the time, place, and business of the meeting.   
 
Sec. 3. Special meetings may be called at any time by the Executive Committee upon written notice 
thereof being sent out in advance of the meeting in accordance with Section 2 of this article. 
 
Sec. 4. The annual meeting shall be held during the month of December. At this meeting, officers for 
the ensuing year shall be installed and such other business transacted as should properly come before 
the annual meeting, or as the Executive Committee may refer to it. 
 
Sec. 5. At least a majority of the voting members of the Section Executive Committee shall constitute 
a quorum at all meetings of the Section Executive Committee. A majority vote of the Section Executive 
Committee members present shall be necessary in the conduct of its business. 
 
Sec. 6. The number of members required to be present to constitute a quorum at meetings of the 
Section where transaction of regular business requires a vote to be taken shall be the number of 
members actually present, provided that all members of the Section have been notified of the meeting 
and business to be transacted as stipulated in Article VIII, Section 2, but in no case shall be less than 
fifteen members. 
 
Sec. 7. A majority of committee members shall constitute a quorum at all committee meetings. 
 
Sec. 8. Meetings of the Section and meetings of the Section Executive Committee shall be 
conducted in accordance with Roberts Rules of Order - Revised. 
 
Sec. 9. At the February meeting, the winners of the Section Engineer of the Year (EOY), the Young 
Engineer of the Year (YEOY), and the Distinguished Service Award (DSA) should be recognized and 
presented with their plaques. 
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ARTICLE IX - Committees 
 
Sec. 1. The Chair, with concurrence of the Vice Chair (normally the incoming Chair), shall appoint such 
standing committees as are herein and hereafter provided for, or as may be considered desirable, subject 
to approval of the Executive Committee, and shall appoint standing committee chairs prior to December 
15.  The duties of these committees shall be those outlined in the Alabama Section Guide, those 
established by custom in the Section, and those assigned by the Section Chair and Executive Committee.  
 
The standing committees shall include: 

1. Arrangements   10. Prize Paper 
2. Attendance   11. Professional Activities 
3. Audit    12. Program 
4. Awards    13. Publicity and Public Relations 
5. Data Processing  14. Section Development 
6. Education   15. Social Activities 
7. GOLD    16. Student Activities 
8. Grade Transfer   17. Technical Activities 
9. Membership Development 18. Webmaster 

 
Sec. 2. The personnel of any committee may be changed by the Executive Committee or the Chairs 
of the Committee, subject to the approval of the Executive Committee. 
 
Sec. 3. The Chair of the Section shall be an ex-officio member of all committees. 
 
Sec. 4. When requested by the Section Chair, Committee Chairs shall present reports of plans and 
programs.  Each Committee Chair shall furnish a written report by the annual meeting in December. 
These reports may be used to determine to what degree committee goals were met. 
 
Sec. 5. The terms of all committees shall be coincident with those of the Section Officers.  
 
 
ARTICLE X – Official Delegate and Rule Adoption 
 
Sec. 1. The Chair shall be the official delegate of the Section at Regional and National IEEE 
meetings where a Section representative is required.  In the event of the Chair's absence or inability to 
attend, the Vice Chair shall be the first alternate delegate, and the Treasurer shall be the second 
alternate.  The Regional Director shall be notified in the event an alternate will attend. 
 
Sec. 2. In order to provide for the proper handling of the Section's routine work and the management 
of its affairs, the Executive Committee may adopt in connection with these Bylaws such rules and 
regulations as may be found necessary, but no rule or regulation shall be adopted that will conflict with 
these Bylaws, or with the Constitution and Bylaws of the Institute. 
 
ARTICLE XI - Subsections 
 
Sec. 1. Whenever within the Section circumstances arise that indicate the need for meetings in 
different areas, it shall be permissible for the Section to foster and inaugurate one or more Subsections 
locally to carry out primarily the functions of obtaining speakers and holding meetings. 
 
Sec. 2. Subsections shall be subject to the Bylaws of the Section and shall be under the general 
jurisdiction of the Section Executive Committee. 
 



IEEE  ALABAMA SECTION GUIDE  SECTION 25–APPENDIX A- BYLAWS 

 

 71  
   

Sec. 3. The territory and limits of the Subsection shall be a geographical subdivision of the Section 
and shall be subject to definition and change by the Section Executive Committee and the IEEE Regional 
Activities Board. 
 
Sec. 4. Subsection membership shall be limited to active IEEE members with IEEE mailing 
addresses within the territorial limits of the Subsection, and those IEEE members residing in contiguous 
territory who have chosen membership in the Subsection in accordance with IEEE Bylaws. 
 
Sec. 5. The Subsection shall have at least two elective officers, a Chair and a Secretary-Treasurer.  
It may also have a Vice Chair.  All Subsection officers shall be an IEEE Member, Senior Member or 
Fellow grade. 
 
Sec. 6. Any vacancy occurring in the offices of the Subsection shall be filled by appointment to be 
made by the Executive Committee of the Section after consultation with members of the Subsection. 
 
Sec. 7. All Subsection Committee Chairs shall be appointed by the Subsection Chair. 
 
Sec. 8. The members of any standing or special committee shall be appointed by the Subsection 
Chair with the advice of the Committee Chair. 
 
Sec. 9. Finances of the Subsection shall be operated on an annual budget approved by the Section 
Executive Committee.  Expenditures from Section funds shall not exceed the annual budget without prior 
approval of the Section Executive Committee. 
 
Sec. 10. The Nominating Committee of the Subsection shall be composed of three members not then 
officers of the Subsection, normally the two most recent available Subsection Past Chairs, and a third 
member.  The Subsection Chair shall assume the duty of forming the Nominating Committee and appoint 
the Chair of this Committee.  The nomination and election of officers will be in accordance with Article VII 
of these Bylaws, except that the dates for appointment of a nominating committee, the call for 
nominations, presentation of a candidate slate, and deadline for petition nominations may differ 
somewhat from the Section.  Duly elected officers shall assume their official duties on the first day of 
January succeeding their election and shall hold office for one year or until their successors take office.  
The consecutive period of service in any one office shall not exceed two years. 
 
Sec. 11. Regular meetings shall generally be held at such times and places as may be designated by 
the Subsection Chair.  A minimum of five meetings must be held during the year. 
 
Sec. 12. All regulations contained in the IEEE Bylaws and in the Section Bylaws that are not included 
in this Article XI are in effect and are appertaining to subsections. 
 
ARTICLE XII – Affinity Groups 
 
Sec. 1. Whenever circumstances arise within the Section that indicate the need for a local unit of a 
standing committee to fulfill the purposes of IEEE in a non-technical area not otherwise being adequately 
addressed, it shall be permissible for the Section to petition a parent organizational unit to establish an 
Affinity Group locally to hold meetings or sponsor activities of a non-technical nature.   
 
Sec. 2. Responsibility for Affinity Group management shall rest with the Section, which shall have 
control of all financial and other assets of the Affinity Group in carrying out its activities.  The Affinity 
Group will be under the joint supervision of the Section Executive Committee and the parent 
organizational unit (“parent entity”). 
 
Sec. 3. An Affinity Group shall be required to maintain a membership of not fewer than six (6) 
members, other than students, and to hold not less than two group-interest meetings per year, or to 
maintain a level of activity acceptable to the Section Chair and Region Director. 
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Sec. 4. An Affinity Group shall submit annually a meeting report, a roster of officers and a roster of 
members to the Section Secretary. 
 
Sec. 5. The Affinity Group shall have at least three elective officers, a Chair, a Vice Chair and a 
Secretary-Treasurer.   All Affinity Group officers shall be an IEEE Member, Senior Member or Fellow 
grade, nominated and elected as detailed in Article VII of these Bylaws.  The organizer of the Affinity 
Group becomes the interim Chair pending election of a regular Chair at a later organizational meeting. 
Any vacancy occurring in the offices of the Affinity Group shall be filled by appointment to be made by the 
Executive Committee of the Section after consultation with members of the Affinity Group.  
 
 Sec. 6. The Affinity Group Chair shall serve as Chair for all meetings of the Affinity Group and any 
Affinity Group Committees. The Affinity Group Vice Chair shall assist the Chair in the coordination of all 
Affinity Group activities, and in the absence of the Chair shall chair meetings of the Affinity Group and 
Affinity Group Committees.  The Affinity Group Secretary-Treasurer shall take care of correspondence, 
mail notices of and keep minutes of meetings, develop an Affinity Group budget for approval by the 
Section, account for all Affinity Group funds and expenditures, keep financial records and submit meeting 
reports, rosters of members and officers and a financial record to the Section. 
 
Sec. 7. The term of office for all officers shall normally be one year, but may continue until a 
successor has been duly elected and takes office.  The term of office will date from 1 January through 31 
December.  The consecutive period of service in any one office shall not exceed two years, with no 
extensions.  The names of newly elected/appointed officers voting and non-voting of the Affinity Group 
shall be reported by the Chair to IEEE Regional Activities Department within 20 days following 
election/appointment. 
 
Sec. 8. All Affinity Group Committee members shall be appointed by the Affinity Group Chair. 
 
Sec. 9. Finances of the Affinity Group shall be operated on an annual budget approved by the 
Section Executive Committee.  Expenditures from Section funds shall not exceed the annual budget 
without prior approval of the Section Executive Committee. 
 
Sec. 10. The Affinity Group Chair shall appoint a Nominating Committee composed of three members 
not then officers of the Affinity Group, and appoint the Chair of this Committee.  The nomination and 
election of officers will be in accordance with Article VII of these Bylaws, (with the words Affinity Group 
substituted for Section), except that petition signatures will require only a minimum of one per cent of the 
voting members of the Affinity Group but not more than ten signatures. 
 
Sec. 11. All regulations contained in the IEEE Bylaws and in the Section Bylaws that are not included 
in this Article XII are in effect and are appertaining to Affinity Groups. 
 
ARTICLE XIII - Amendments 
 
Sec. 1. Proposed Bylaws or changes thereto, and the reasons therefore, shall be mailed to the  
Section Executive Committee members at least twenty days before the stipulated meeting of the Section 
Executive Committee at which the vote shall be taken.  Two-thirds of all votes cast at that meeting shall 
be required to approve any new Bylaws, amendment or revocation. 
 
Sec. 2. Such Bylaws must be consistent with the IEEE Constitution, IEEE Bylaws and published 
interpretation of policy.  A copy of the current Section Bylaws and any amendments thereafter shall be 
submitted to the Regional Director and the Regional Activities Director (RAD) for review prior to 
forwarding to Regional Activities Board (RAB) for approval. 
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ARTICLE XIV - Publications 
 
Sec. 1. The Section may publish a bulletin (newsletter) each month if the Executive Committee so 
desires.  It must publish notices of Section meetings where business will be transacted and alsoTechnical 
Society meetings in accordance with other provisions of these Bylaws. The present bulletin (newsletter) 
named Significant Bits may be changed to another name if so desired with the approval of the Executive 
Committee. 
 
Sec. 2. The Section may publish a digest of technical papers or a monthly magazine upon approval 
of the Executive Committee.  The Executive Committee will assign a suitable name to the publications.  
Advertising may be accepted for publication in the Section magazine or bulletin provided it conforms to 
IEEE established policies. 
 
ARTICLE XV - Finances 
 
Sec. 1. There shall be no Section dues. 
 
Sec. 2. The ordinary expenses of the Section shall be defrayed by the funds supplied by the IEEE.  
Funds on hand in the Section Treasury, from whatever source derived, are the property of IEEE, and 
shall not be used for purposes other than the normal operations of the Section, without prior authorization 
of the IEEE Executive Committee.   
 
Sec. 3. Emergency or extraordinary expenses may be provided for by voluntary contributions from 
the membership of the Section.  A unanimous vote of the Section Executive Committee is required before 
such a request may be made. 
 
Sec. 4. The Section may require non-members who wish to be placed on the mailing list for notices, 
to pay in advance for the estimated cost of such notices.  The maintenance of non-members on the 
Section mailing list shall conform to IEEE policies. 
 
Sec. 5. The fiscal year of the Section shall be 1 January  - 31 December.  Sections shall submit an 
annual Financial Operations Report to the IEEE Staff Director, Financial Services at the end of each 
calendar year.  Upon request, the Section shall provide a summary of the Section’s financial report to its 
Regional Director. 
 
Sec. 6. A budget detailing the predicted fiscal operation of the Section's activities for each fiscal year 
shall be prepared by the incoming Treasurer and shall be subject to acceptance at a Section Executive 
Committee meeting not later than February 15, to prepare for the orderly transaction of the Section's 
financial and business affairs. 
 
Sec. 7. Should the Section be dissolved for any reason whatever, all the assets of whatever nature 
shall revert to the IEEE. 
 
  ----------------------------------------------------------------------------------------------------- 
 
Rev. June 4, 1985; Approved by Executive Committee 
Rev. April 7, 1986 
Rev. April 4, 1994; Approved by Executive Committee June 6, 1994 
Revised October 19, 2000; Approved by Alabama Section Executive Committee November 6, 2000 
Approved by IEEE Region 3 Director November 9, 2000 
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APPENDIX B 

MONTGOMERY SUBSECTION 

The Alabama Section of IEEE includes a Subsection that meets in Montgomery, Alabama.  That 
Subsection has officers, committees, and programs that are independent from the Alabama Section and 
operates in a manner that is appropriate to their special needs. It is recognized that the Alabama Section 
Guidelines are designed for the Alabama Section and may not be appropriate for the Subsection 
application.  Two copies of these guidelines are provided to the Subsection for whatever benefit they may 
be and to keep the Subsection informed of the actions and organizational procedures of the Alabama 
Section.  The Alabama Section Guide Bylaws contain Articles pertaining to operation of the Subsection.  
The Subsection should also adhere to the policy and procedures detailed in the IEEE Regional Activities 
Board (RAB) Operations Manual, Section 9.5 covering Subsections 

 

Subsection Chair 
 
Duties and responsibilities of the Subsection Chair are defined as follows: 
 
1. Be familiar with the IEEE Constitution, IEEE Bylaws, the Section Bylaws and the Regional 

Activities Board (RAB) Operations Manual.  Reference information may be found on web pages  
http://www.eng.uab.edu/ieeea  and http://www.ieee.org/organizations/rab/scs 
 
2. Be responsible for the operation of the Section to maximize response to needs of 

Subsection member s and enhance overall member satisfaction, commensurate with the 
resources available. 

 
3. Maintain a healthy, growing Subsection. 
 
4. In September the Subsection Chair shall form a Nominating Committee, consisting of 

three or more members not then officers of the Subsection, one of whom is appointed 
Committee Chair. (One method of selection is to appoint the two most recent Past 
Subsection Chairs because of their experience in Subsection affairs and their 
acquaintance with officers and committeemen of the Subsection, plus another member). 

 
5. In September, the Subsection Nominating Committee shall issue a “Call for 

Nominations”, for all positions elected at-large (Chair, Vice Chair, and Secretary-
Treasurer), to all voting members of the Subsection. Subsection members must submit 
nominations within 21 days of the “Call for Nomination”. The Nominating Committee must 
verify the candidates’ eligibility and willingness to serve. 

 
6. In October the Subsection Chair shall receive and announce the Nominating Committee 

slate of candidates for Subsection Offices for the coming year and open the nomination 
process to petition candidates for a period of 28 days.  The Subsection Chair shall 
conduct the election by secret ballot, or show of hands if only one nominee, at the 
November meeting of the Subsection.  The names of newly elected/appointed officers of 
the Subsection shall be reported to the IEEE Regional Activities Department within 20 
days following election/appointment. 

 
7. The Subsection Chair shall preside at all regular and special meetings of the Subsection, 

and at the installation of new Subsection officers in a suitable Subsection ceremony. 
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8. Ensure that all Subsection Officers are properly trained for their jobs and that qualified 
replacements are available for them.  Any vacancy occurring in the offices of the 
Subsection shall be filled by appointment to be made by the Executive Committee of the 
Section after consultation with members of the Subsection. 

 
9. Serve as the Subsection representative on the Section Executive Committee.  This 

representative is entitled to partial reimbursement of actual and necessary expenses to 
attend Section Executive Committee meetings, as authorized by the Section Executive 
Committee.  Receipts are required for expenditure reimbursement, which shall be from 
the Subsection’s financial account.  

 
10. The Subsection Chair shall be responsible for appointing the Chairs of all Subsection 

Committees, as needed, and the Subsection Nominating Committee shall be responsible 
for soliciting within the Subsection the names of potential candidates to be considered for 
the Committee Chair positions.   

 
11. Arrange a suitable meeting place for membership, and 30 days ahead of the meeting 

inform the Section newsletter Editor and Section Webmaster of the Subsection meeting 
plans, location, speaker, date, and time. 

 
12. Assure that Subsection members are reminded by mail or e-mail of the upcoming 

monthly meetings and notified of the slate of candidates for elective office at least two 
weeks before the election date. 

 
13. In December, in conjunction with the Subsection Vice Chair, develop plans and make 

assignments for each meeting for the coming year, January through June and September 
through December. 

 
14. Arrange presentation of certificates or awards as appropriate. 
 
15. At the close of the administrative year, the Subsection Chair, with the assistance of the 

Secretary-Treasurer, shall prepare a consolidated report of the activities and financial 
accounting of the Subsection during the operating year, furnishing copies to the Section 
Chair, the Section Secretary, the Section Treasurer, and the incoming Subsection Chair, 
with a copy filed in the permanent records of the Subsection. 

 
16. At the close of the administrative year, the outgoing Subsection Chair shall arrange for 

the transfer to the incoming Subsection Chair a copy of the Subsection manuals and all 
other necessary records. 
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Subsection Vice Chair 
 
The duties and responsibilities of the Subsection Vice Chair are defined as follows: 
 

1. The Subsection Vice Chair performs the duties of the Subsection Chair in the absence of 
the Subsection Chair. 

 
2. Become familiar with the duties of the Chair and undertake other responsibilities 

assigned by the Subsection Chair or the Subsection Bylaws. 
 
3. Oversee the activities of all Subsection Committees. 
 
4. Assist the Subsection Chair in the establishment of the goals and long range plans of the 

Subsection. 
 
5. In January, prepare a complete calendar of Subsection events for the coming year and 

publish it for the benefit of Subsection members. 
 
6. Identify talent that could be utilized by the Subsection. 

 
7. Chair the Subsection Award Committee and approve nominations for IEEE awards. 
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Subsection Secretary-Treasurer 
 
The duties and responsibilities of the Subsection Secretary-Treasurer are defined as follows: 
 
1. Maintain a current roster of active Subsection members.  In addition, obtain a roster of Section 

members from which Subsection members can be identified. 
 
2. Maintain the sign-in sheets for members and guests at Subsection meetings.  When appropriate, 

obtain the name of the guest speaker, organization, phone number, and topic of presentation. 
 
3. Report the attendance count to the Section Secretary soon after each meeting, using the Meeting 

Report Form. 
 
4. Maintain a supply of nametags used at meetings and a supply of membership applications. 
 
5. Write notices of Subsection meetings and mail or e-mail to active and potentially active members.  

Also send notices to non-members who have shown an interest if the Subsection officers decide 
that such notice mailings are desired. 

 
6. Administer and account for the funds that the Subsection is provided by the IEEE National 

headquarters rebate through the Section Treasurer. Be responsible for the banking of Subsection 
funds and maintain accurate records of all Subsection financial transactions.  Transfer of 
checking and savings accounts from the Secretary-Treasurer for the prior fiscal year should be 
accomplished as soon as possible, but not later than February 1.  The Secretary-Treasurer is 
responsible for updating all Subsection bank account signature cards and is a signer on all bank 
accounts along with an alternate Subsection officer, usually the Chair.  The signature of the IEEE 
Staff Director, Financial Services or designee must also be included as an alternate Co-signer on 
the Subsection bank accounts. 

 
7. Notify the Section Chair and Section Secretary of all changes in Subsection officers. 
 
8. In January or before, prepare and transmit the Financial Statement of the Subsection for the prior 

calendar year ending December 31.  The report must be received by the Section Treasurer by 
February 1 of the current year in order for the Subsection to receive rebate funds from IEEE 
National headquarters. 

 
9. In January or before, prepare an Annual Report in conjunction with the Subsection Chair on the 

Subsection meeting activities for the prior calendar year.  This annual report must reach the 
Section Secretary by February 1st of the current year in order for the Subsection to receive 
rebate funds from IEEE National headquarters.  

 
10. In January or before, develop a Subsection budget in conjunction with the Subsection officers and 

Committee Chairs, and submit for approval by the Subsection Executive Committee and the 
Section Executive Committee. 

 
11. Ensure that all Subsection expenditures are made in accordance with IEEE policy, and that 

disbursements from the Subsection bank account are in accordance with the annual budget 
previously approved by the Section Executive Committee. 

 
12. Refer all requests for expense reimbursement outside the approved annual budget to the Section 

Executive Committee for action and approval. 
 
13. Prepare financial reports for the Subsection Chair and Section Treasurer at periodic intervals or 

as requested. 
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14. Transfer Subsection financial records to the incoming Secretary-Treasurer at the end of the 

administrative year. 
 
15. Be familiar with the contents of the Section Guide, Section Bylaws and other operational 

appendices. 
 
 
 
 

Guidelines for Maintaining Subsection Records 
 
                Item       Recommended Retention 
 
1.  General Accounting Records 
 

General Ledger       Permanent  
Income and Expense Ledger     Permanent  
Financial Statements      Permanent  
Audit Reports       Permanent  
Summary Support Journals     3 years  
Canceled Checks      7 years 
Bank Statements and Reconciliations     3 years  
Support Vouchers for Payables     7 years  
Expense Reports      7 years 
 

2.  General Administrative Items 
 

General Correspondence     2 years 
 
3.  IEEE Related Items 
 

Charter        Permanent  
Bylaws        Permanent  
Meeting Minutes      3 years  
Annual Report of Outgoing Chair    Permanent  
Historical Records, including records  

         of Subsection Officers     Permanent 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


