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1.  INTRODUCTION

The Operating Guide is intended to serve as a reference for members of the Board of Associates and the Executive Committee of the Internal Combustion Engine Division (ICE) as to the objectives, activities, organization and policies of the Division, and to define the duties and responsibilities of the Division’s officers, committees, and representatives.  

This Guide is supplemental and subordinate to the ICE Division Bylaws given in Appendix A.  It is not the intent of this Operating Guide to duplicate all the information already contained in ASME reference documents, but to serve as a guide in conducting ICE Division affairs.  All members should become thoroughly familiar with the Division Bylaws and relevant Society documents, especially the updated Meeting Guidelines posted on the ASME Website. 

Committee members should also be familiar with other Society documents which contain pertinent information concerning the requirements and operation of a technical division.  These Society documents are accessible via the ASME Website, and if needed, the Division Secretary can assist members in accessing these documents.


2.  ASME AND THE INTERNAL COMBUSTION ENGINE DIVISION

2.1
Background And Purpose of ASME

The American Society of Mechanical Engineers was founded in 1880 as an educational and technical society of individual members.  Its principal aims and objectives are:

-
Developing and disseminating technical information in order to provide a continuing education to mechanical engineers, the industries they serve, and mankind in general.

-
Developing industry’s mechanical standards, codes, safety procedures, and operating principals.

-
Encouraging the personal and professional development of practicing and student engineers.

-
Fostering the engineer’s skill by means of an exchange of knowledge with his fellows.

-
Maintaining a body of current engineering knowledge.

-
Assisting in maintenance of a high level of ethical conduct.

2.2
Organization of ASME

ASME International’s membership of 125,000 includes some 24,000 students.  Approximately 9,000 of its members are outside the United States.  Member work in industry,  government and academia; in factories, classrooms, offices, laboratories or testing facilities; and as managers, researchers or teachers.

The Society comprises ten Chapters in countries outside North America: France, India, Japan, Pakistan, Saudi Arabia Central and Western Provinces, Saudi Arabia Eastern Provinces, Singapore, Switzerland, the United Kingdom and Ireland.  It also has 13 Regions and 211 local Sections in the United States and its possessions, Canada and Mexico.  There are about 388 Student Sections at colleges and universities.

The Board of Minorities and Women is working to increase participation by these groups in the engineering profession and ASME International.  In addition, the Society is making special efforts to increase participation by young engineers.

In addition to this geographic organization of membership, ASME is also organized to deal effectively with the many specialized technical and professional interests of its members.  Under the organization, there are vice presidents dealing in the areas of: eight technical groups (energy conversion, energy resources, environment and transportation, general engineering, materials and structures, manufacturing, and systems and designs); research;

codes and standards (standardization - safety codes and standards); communication, professional practice; engineering education; government relations; public information; and member interests and development.

The Society’s business is directed by a Board of Governors (BOG) which consists of the president, the past president, president-nominee, executive director, and eight member-at-large.  Under the BOG are five councils with an elected chairperson: codes and standards, education, engineering, member affairs, and public affairs.  The BOG and councils are assisted by a full-time staff in New York City plus five field service offices throughout the country.  The chief administrative officer is the executive director.

ASME Society Policies and be found on ASME’s web page at http://www.asme.org/asme/policies/policy.html, and the Constitution & By-Laws can be found at http://www.asme.org/asme/constitution/cn_toc.html.

2.3
The Internal Combustion Engine Division in ASME (1997)

The ASME Council on Engineering contains eight technical groups.  Contained within these groups are the 32 technical divisions relating to specialized fields of member interest.  The ICE Division is in the Energy Conversion Technical Group.  Other divisions within the group are:

-
Fuels and Combustion Division

-
Nuclear Engineering Division

-
Power Division


3.  ICE DIVISION ACTIVITIES AND OBJECTIVES

3.1
Mission Statement
The mission of the Internal Combustion Engine Division is to promote, encourage, and recognize the advance of Art, Science, and Practice of Mechanical Engineering in the field of Internal Combustion Engines.  The ICE Division strives to be an information resource by providing a forum for the documentation, worldwide dissemination, and recognition of the technical achievements and ideas of the people engaged in this work.

3.2
Activities and Objectives
Activities and objectives are to promote understanding and development, design, manufacture, and application of reciprocating combustion engines including diesel, dual fuel, and spark ignited gas engines.  Work ranges from theoretical problems involving subjects such as stress analysis, vibration, and combustion phenomena to the practical application and maintenance of stationary, marine, pipeline compressor, and heavy mobile units.  Turbocharging, lubrication, fuel injection, cooling, instrumentation, control, emissions and power cost data are also covered.

Division Bylaws call for promoting the art and science of power engines in rather broad terms and through many activities.  In practice, this broad scope may result in an overlap with the activities of other divisions, both within and outside the Society.  Efforts must be made to prevent this overlap in scope from becoming a point of conflict; rather, it should be used as an opportunity to undertake joint activities and to broaden the membership of the Division.

The ICE Division encourages and promotes the exchange of technical information to the benefit of industry and the engineering profession.  The vehicle forthcoming is through well written, critiqued, and reviewed technical papers that are presented at technical conferences or various meetings.

The ICE Division sponsors two technical conferences per year.  The Division’s Fall Technical Conference (FTC), held in the September-October time frame of each year, traditionally has an engine related theme.  The Honors and Awards banquet is a feature of the FTC.  The Spring Technical Conference (STC), initiated in 1995 as a replacement for participation in ETCE, is a non-theme conference, held in the March-April time frame.  A corporate/organizational sponsor (engine manufacturers, suppliers, research institution, university, etc) is identified to serve as host for each conference.  Therefore, meeting sites are conveniently located for the host sponsor. 

3.3
Organization
The management of the Division is vested in the Executive Committee by the ASME Council on Engineering.  An organizational chart is given as Figure 1.  The Executive Committee has established a Board of Associates to conduct the business of the Division.  The Board of Associates consists of members from administrative and technical committees plus special or ad hoc committees established by the Executive Committee to accomplish specific tasks.  The Executive Committee may also appoint representatives to other Society activities to accomplish Division objectives.
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Figure 1.  Organization Chart of the ASME Internal Combustion Engine Division
3.3.1
Executive Committee
The Executive Committee shall consist of seven (7) members selected from the membership of the Society as follows:

New member appointments are made each year, alternating between administrative and technical.  Prior to February 15 each year, the Executive Committee of the Division shall elect the New Member of the Executive Committee.  Although the method of selecting individuals is optional to the Division, the new member traditionally is nominated and serves as a nonvoting member of the Executive Committee for one year prior to election.  The nominee shall be approved by the Council on Engineering.  The new member should attend the Technology Executive Conference (TEC), held in the spring, prior to election as a new voting member.

Upon election, the term of the new voting member shall be for five (5) years, and his effective term shall start at the close of the summer annual meeting one year after his election.  The term of one (1) member of the Executive Committee shall expire at the close of each summer annual meeting, and, in general, this member will be the senior member of the Executive Committee.

The Executive Committee of the division shall elect its officers, and no one shall be eligible for chairmanship until he has been a member of the Committee for one year.  Officers of the Division shall be the chairman, two vice chairmen, two assistant vice chairmen, a secretary, and a treasurer.  The most recent past chairman traditionally attends Executive Committee meetings on an ex-officio basis to provide continuity and counsel.  He is not eligible to vote on Committee matters.

The election of officers shall take place during an Executive Committee meeting prior to February 15 of each year.  Those elected shall take office at the close of the summer annual meeting.

Executive Committee assignments are subject to annual election.

  Year on

Appointment


Appointment


Committee

  Even Year  

   
   Odd Year
Years 1 & 2

Asst. Vice Chairman

Asst. Vice Chairman

     Technical


    Administrative

Years 3 & 4

Vice Chairman

Vice Chairman

    Technical                     
 Administrative

Year 5


Division Chairman

Division Chairman

The Vice Chairman of Technical Programs and the Vice Chairman of Administration have the basic responsibility for the Technical Conferences.  Within that framework, Table 1 illustrates the typical progression of individuals (A-J) through the various assignments in each calendar year.  Incoming Vice Chairman serves as a non-voting member of the Executive Committee for one year before beginning to serve as a voting member. 

3.3.2
Associates, Senior Associates, and Board of Associates
An Associate of the ICE Division is an ASME member who takes an active role in accomplishing the Division’s objectives and participates in the Division’s technical programs.  Associates have the responsibility to enhance the Division’s operations in the execution of its mission to disseminate and expand state-of-the-art engine technology to ASME members, to those in the Engineering profession, and to industry.  “Associate” status requires attendance at least one ICE Division conference every two years, and active committee membership, to retain their status as an Associate.

It is possible to request ICE Division Executive Committee approval of individual "Senior Associate" status with a written request to the Division Secretary.  Senior Associate status exempts the Associate from the requirement to attend at least one conference every two years.  This status is available only to those associates who have retired or otherwise separated from their primary employment, and thus, have lost organizational financial support for ASME-ICED conference participation.  The ICE Division Executive Committee will promote Senior Associates involvement with selected committee task assignments that can be accomplished from the individual’s residence.  Senior Associates will be listed along with Associates on ICE letterhead to recognize this group as a resource of the Division.


TABLE 1.  ROTATION OF EXECUTIVE COMMITTEE MEMBERS
	Calendar Yr.

Conference
	Div.

Chair
	Voting Member of Executive Committee
	Non-Voting

	
	
	Program Chairman
	Technical
	Administrative
	Incoming V.C.

	
	
	Tech.
	Admin
	Vice Chr
	Asst. V.C.
	Vice Chr.
	Asst. V.C.
	Tech.
	Admin

	1997 Spring
	A
	D
	C
	B
	D
	C
	E
	F
	

	1997 Fall
	B
	D
	C
	D
	F
	C
	E
	
	G

	1998 Spring
	B
	F
	C
	D
	F
	C
	E
	
	G

	1998 Fall
	C
	D
	E
	D
	F
	E
	G
	H
	

	1999 Spring
	C
	F
	E
	D
	F
	E
	G
	H
	

	1999 Fall
	D
	F
	E
	F
	H
	E
	G
	
	I

	2000 Spring
	D
	H
	E
	F
	H
	E
	G
	
	I

	2000 Fall
	E
	F
	G
	F
	H
	G
	I
	J
	

	2001 Spring
	E
	H
	G
	F
	H
	G
	I
	J
	

	2001 Fall
	F
	H
	G
	H
	J
	G
	I
	
	

	2002 Spring
	F
	J
	G
	H
	J
	G
	I
	
	

	2002 Fall
	G
	H
	I
	H
	J
	I
	
	
	

	2003 Spring
	G
	J
	I
	H
	J
	I
	
	
	

	2003 Fall
	H
	J
	I
	J
	
	I
	
	
	

	2004 Spring
	H
	L
	I
	J
	
	I
	
	
	

	2004 Fall
	I
	J
	
	J
	
	
	
	
	

	2005 Spring
	I
	
	
	J
	
	
	
	
	

	2005 Fall
	J
	
	
	
	
	
	
	
	


To aid in the conduct of the Division’s business, the Executive Committee has established a Board of Associates.  This Board includes Associates, and Senior Associates, which consists of members from administrative committees and technical committees, plus special committees appointed as required.   Board of Associates meetings will normally be held during the Spring and the Fall Technical Conferences.  The chairperson of each administrative and technical committee is expected to attend meetings of the Associates and be prepared to report on committee activities.  All committee members, as well as any member of the Society, are invited to meetings of the Associates.  Meetings of the Board of Associates will be called and presided over by the Chairman of the Executive Committee.  The Secretary will issue notices of meetings with an agenda and issue minutes of each meeting to all members of the Executive Committee and Board of Associates.

3.3.2.a
Administrative Committees
The Executive Committee has established administrative committees/functions as follows:

1.
Honors and Awards

2.
Long Range Planning

3.
Meetings Coordination

4.
Membership Development and Interests

5.
Newsletter Editor

6.
Nominating

7.
Paper Presentation Rating

8.
Publicity

9.
Operating Guide and Bylaws

10.
Publications

11.
Associate Journal Editor

12.
Student Activities

13.
CIMAC

14.
Operating Board Representative

15.
Lectures

16. 
Web Site

17.
Government Relations

These committees report to the Vice Chairman Administration.  The members of each committee shall be appointed each year by the incumbent committee chairman.  Membership in the ASME is a preferred, but not mandatory, requirement for participation in committees, but all office-holding persons shall be ASME members.  The overall coordination of the administrative committees is the responsibility of the Vice Chairman-Administration.

Each committee should include representatives from several fields of interest including equipment users, manufacturers, academia, consulting engineers, and government.  Care shall be taken that committees are well balanced with respect to distribution of member interest from these fields.  The position of Chairman for Long Range Planning, Meetings Coordination, and Operating Guide and Bylaws are usually held by members of the Executive Committee.

3.3.2.b
Technical Committees
The Executive Committee has established twelve Technical committees as follows:

1.
Advanced Technology

2. Applications 

3.
Aspirations Systems
4.
Energy Conservation
5. Environment




6. Fuels and Combustion

7. Instrumentation and Controls

8. Lubrication and Friction

9. Mechanical Design

10. International Technical Affairs

11. Operations

12. Continuing Education

The total scope of technical activity undertaken by the ICE Division has been allocated and assigned among the technical committees.  In many instances, papers and session or panel subjects will overlap the scope of several committees.  When a committee is planning to sponsor a paper, session, or panel with such overlapping scope, the committee should initiate contact with the other concerned committee(s) and establish a mutually agreeable plan.  The overall coordination of programming activity among the technical committees and between technical committees and the Society shall be administered by the Vice Chairman-Technical.

3.3.2.c.
Special Committees
Committees other than those previously mentioned may be appointed by the Executive Committee.  The scope of activity and method of proposed operation of such special committees shall be outlined by the Division Chairman at the time the committee is  appointed.

3.3.3
Operating Board Representative
The Executive Committee Chairman serves as the primary representative of the ICE Division on the Energy Conversion Technical Group Operating Board.  The alternate shall be the senior Vice Chairman of the Executive Committee.   The Operating Board Representative will submit a written report at the Operating Board meetings on ICE Division activities.


4.  DUTIES OF ICE DIVISION COMMITTEES

4.1
Executive Committee
The duties and responsibilities of the Executive Committee members are as follows:

4.1.1
Chairman
The chairman is the executive head of the Division and is responsible to ASME headquarters and the Division membership for the operation of the Division.   An operating schedule is given in Table 2 for reference.

 Specifically, he shall:

Call and preside over all meetings of the Executive Committee and Board of Associates.

Establish agenda for Executive Committee and Board of Associates meetings.

During an Executive Committee meeting prior to February 15 of each year, charge the Executive Committee to elect officers, nominate to the Board of Governors a new member to the Executive Committee, and make other appointments for the following year, to take office at the close of the Society’s summer annual meeting.

Upon obtaining acceptance of all appointments and prior to February 15, the Chairman shall send a complete organization roster to the Division Secretary.

Charge the committees and other appointed representatives with their general and specific assignments and keep informed concerning the activity and progress of all committees and representatives.

Make recommendations to the Executive Committee as to means of increasing the effectiveness of the Division.

Initiate requests for funds and other support from ASME Headquarters.

Prepare an annual report of the Division’s activities and plans to be submitted by May 15 to the Vice President-Energy Conversion, members of the Executive Committee, and to the Executive Director of the Society.

Direct the incoming Chairman to attend the Technology Executives Conference (TEC) in the spring prior to incumbent taking office. 

Represent the ICE Division on the Energy Conversion Board, and submit a  written report on the Division’s activities at the meeting.  The senior Vice Chairman shall be the alternate.

Prepare and submit to Energy Conversion Board the Division self evaluation form by August 15.

Invite new associates to an orientation session.

TABLE 2.  OPERATING SCHEDULE FOR THE CHAIRMAN

MONTH

ACTION

January:
(
Conduct Executive Committee Meeting, finalize STC

· Conduct Nomination of new member of the Executive Committee (Chairman of Nominating Committee will confirm that candidate can accept.)

February:
(
Prior to February 15, confirm new member of the Executive Committee

March:

(
Determine candidates to attend TEC


April:

(
Preside over STC, Executive Committee and Board of Associate meetings

· Participate in LRP Committee.

· Confirm new candidate as incoming member

· Transfer Responsibilities to New Executive Committee, Effective in July

· Receives letter from ASME HQ requesting a list of Executive Committee members, including new incoming member.  This letter is filled out and submitted to the Energy Conversion Board Vice President for approval.  They, in turn, forward it to ASME HQ.

May:

(
Appoint Incoming Committee Chairman

· Incoming Chairman submit column to Newsletter Editor by May 15

June:

(
Submit Annual Division Report to ASME

· Conduct Executive Committee Meeting, Finalize FTC

July: 

(
Incoming Chairman Assume Position after Summer Annual Meeting (SAM)

August:
(
Submit Division self evaluation form to Energy Conversion Board

September:
(
Preside over FTC 

· Conduct Executive Committee Meeting , Board of Assoc. Meeting, LRP Meetings.

· Invite new Associate to orientation at next conference

October:
(
Submit annual Division report to Energy Conversion Board

November:
(
--

December:
(
--

4.1.2
Vice Chairman - Administration
The Vice Chairman - Administration will manage activities of the administrative committee, appoint chairmen, assist in filling each committee, and make assignments, and on an annual basis, supply all Associates with a list of Administrative Committee Assignment and Executive Committee Officers.

Establish a division of work load with the Assistant Vice Chairman Administration on a conference-by-conference basis.  Work with the Vice Chairman Technical to ensure that local arrangements for the conference are complete.  An operating schedule is given in Table 3.

In the absence of the Chairman, the Vice Chairman-Administration shall act in all matters of Division interest.

The Vice Chairman-Administration will serve as Chairman of the Long Range Planning Committee.  This committee is charged with developing and maintaining up-to-date goals and plans to achieve Division objectives.  The other members of this committee are the past Chairman and the Assistant Vice Chairman-Administration.

The Vice Chairman-Administration will promote and/or review nominations for ASME awards; in particular, Fellows and Medal candidates.  Insure on-time submittal of these nominations.  In addition, handle all nontechnical program arrangements for ICE conferences in close cooperation with the Technical Conference Chairman and the Local Arrangements Chairman.  Arrangements include hotel selection, budget formulation, nontechnical events, etc.

Upon acceptance of a site for a technical conference, the Vice Chairman-Administration will submit a CA1 Conference Approval Form to ASME.

The Vice Chairman-Administration will solicit sponsor donations to help subsidize both technical conferences once per year prior to the Fall Technical Conference, in the August time frame.  Appendix “F” contains a sample solicitation letter to be used as a guide.  Sponsors who provide donations should make checks payable to “ASME-ICE Division” and send to the Vice Chairman-Administration.


TABLE 3.  OPERATING SCHEDULE FOR THE 


VICE CHAIRMAN - ADMINISTRATION
January:
(
Attend Executive Committee Meeting, finalize STC arrangements


February:
(
--

March:

(
--

April:

(
Attend Executive Committee meeting at STC

· Submit preliminary arrangement for FTC

· Recommend Chairman for Administrative Committees

· Arrange for updated ICE Stationary (1000 pieces) with the Secretary

· Conduct Long Range Planning Committee Meeting 

May:

(
--

June:

(
--

July:

(
Incoming Vice Chairman will assume position after SAM

· Attend Executive Committee Meeting, Finalize FTC arrangements

· Receive Nominations for FTC Awards Banquet

August:
(
Solicit Sponsor Donation for both technical conferences (FTC & STC)

September:
(
Issue Administrative Committee assignments and executive roster to Associates

· Attend Executive Committee meeting at FTC

· Submit preliminary arrangement for STC

· Recommend Chairman for Administrative Committees

October:
(
Establish Long Range Plan

November:
(
--

December:
(
--

4.1.3
Assistant Vice Chairman - Administrative
Prior to assuming office as an incoming Executive Committee member, attend Technology Executive Conference (TEC) in the spring.

Support the objectives of the Vice Chairman - Administration, and assist where required.

Organize and conduct the new Associates orientation meeting.

Serve as Chairman of the Meetings Coordination Committee.  

As Chairman of the meeting coordination committee, secure a copy of the hotel contract for each conference (STC & FTC) and submit it to ASME Headquarters (Director of Technical Affairs) for approval at least 18 months prior to the scheduled conference.

Secure and maintain a current copy of the ASME sales tax exempt certificate.  A copy of the same is to be proved to the local arrangements chairman of each conference, showing current status on the dates of respective planned conferences.

Review and update (if necessary) the Operating Guide and Bylaws.

An operating schedule is given in Table 4.


TABLE 4.  OPERATING SCHEDULE FOR THE 


ASSISTANT VICE CHAIRMAN - ADMINISTRATIVE
January:
(
Attend Executive Committee Meetings, finalize STC.

February:
(
--

March:

(
Attend TEC as required for incoming Assistant Vice Chairman - Administrative

April:

(
Attend STC; LRP Committee, Executive Committee and Board of Associates meetings.


· Solicit nominations for future meeting sites

May:

(
--

June:

(
Attend Executive Committee Meeting, finalize FTC

July:

(
Incoming Assistant Vice Chairman will assume position after SAM

August:
(
Review Operating Guide & Bylaws

September:
(
Attend FTC, LRP Committee, Executive Committee and Board of Associates meetings.

· Present Updated Operating Guide & Bylaws at Executive Committee Meeting

October:
(
--

November:
(
--

December:
(
--

4.1.4
Vice Chairman - Technical
Be responsible for organizing a high quality technical program for both the FTC and STC.

Manage the activities of the technical committees and develop the technical program plans for the Division.  Appoint chairmen for the technical committees, assist in filling each committee, and make assignments.

On an annual basis, supply all Associates with technical committee assignment.

Ensure that a sufficient number of sessions exist to make up the program for each ICE technical conference.

Appoint session chairman and vice chairman for each technical session and be responsible for their activities.

Maintain an overall file and tracking system for papers moving through the submission and review process.  A flow chart of the process is included as Table 5.

Submit to the Honors and Awards Committee information on all papers determined to be of honors quality by the reviewers or the technical Committee.

Submit “green” sheets and division recommendations to publish all division papers to headquarters.

Implement distribution of bound volumes or individual papers according to ICE policy for distribution of papers to authors and presenters.

Issue preliminary program for ICE conferences and coordinate such preliminary programs with the printing and distribution of the division newsletter when appropriate.

Issue a final program for distribution at the conference.

An operating schedule is given in Table 6.

To foster smooth transition of responsibilities, the Vice Chairman - Technical will exchange leadership studies of organizing a technical program for an STC with the Assistant Vice Chairman - Technical.  Refer to Table 1 for rotation schedule.

TABLE 5.  STEPS TO ESTABLISH A TECHNICAL PAPER 

FOR PUBLICATION
ICE call for Papers issued

Author forwards offer for technical paper as an abstract and/or draft, along with completed Green Sheet (M & P 1903) to Session Organizer or Technical Chair.

Session Organizer accepts or rejects paper offer and informs author of deadlines and communicates acceptance of paper to Technical Program Chairman.

Author forwards draft paper with Green Sheet ( M & P 1903) if not already provided to the Session Organizer.

Session Organizer distributes draft paper along with form M & P 1257 for these peer reviews.

Reviewers return forms with comments to Session Organizer

Session Organizer communicates review findings to the author for resolution

Author submits final paper ready for print to Session Organizer

If author has addressed reviewer issues, Session Organizer forwards final papers along with the Green Sheet to the Technical program Chairman

Technical Program Chairman forwards final paper, Green Sheet to ASME Headquarters.  Include M & P 1258 and Preface if papers are to be placed in bound volumes.

Forward copies of the final paper to Session Chairman and Vice Chairman

ASME Headquarters produces requested copies and forwards to designated address for conference

After the conference Session Chairman and Session Organizer review final paper for inclusion in ASME Transactions.  Forward completed M & P 1257 review forms with copy of final paper to Associate Journal Editor.


TABLE 6.  OPERATING SCHEDULE FOR THE  VICE CHAIRMAN - TECHNICAL
January:
(
Attend Executive Committee Meeting, finalize upcoming STC technical program

February:
(
Call for Abstracts and Green Sheets to be submitted for FTC 

· Select theme for next year’s FTC

· Submit Preliminary STC Program for printing

· Arrange for STC Invited Speaker Plaque

· Distribute Preliminary STC Program as given in Table 12

March:

(
--

April:

(
Attend STC Executive Committee, LRP Committee meeting and Board of Associates

· Distribute Final STC Program 

· Review draft Preliminary FTC Technical papers

· Receive Preliminary Manuscripts for FTC Submitted

May:

(
--

June:

(
Call for Abstracts and Green Sheets to be submitted for next year’s STC 

· Receive Final Drafts for FTC 

· Attend Executive Committee Meeting, finalize FTC technical program

July:

(
Receive Finalized Papers for FTC 

· Submit Preliminary FTC Program for printing

· Distribute Preliminary FTC Program as given in Table 12

August:
(
Receive Preliminary Manuscripts for next year’s STC

· Prepare draft Advanced Program, for next STC 

· Arrange for FTC Invited Speaker Plaque

September:
(
Attend FTC, LRP Committee, Executive Committee and Board of  Associates meetings

· Submit Preliminary STC Technical Program

· Issue Technical Committee Roster to all Associates

October:
(
Receive Final Drafts for STC 

November:
(
Receive Finalized Papers for STC

· Prepare Draft Program for next year’s FTC

December:
(
--

4.1.5
Assistant Vice Chairman - Technical
Support the objectives of the Vice Chairman - Technical and assist where required.

The Assistant Vice Chairman-Technical should coordinate reviews of all papers directly submitted to the Division or sponsored by the Technical Program Committee.  Technical paper reviews shall be conducted in accordance with procedures as outlined in Society manuals and the Division Paper Reviewer’s manual.

Perform those duties as described in Table 7, and support the completion of various technical elements involved in a conference.

TABLE 7.  OPERATING SCHEDULE FOR THE

                         ASSISTANT VICE CHAIRMAN - TECHNICAL

January:
(
Attend Executive Committee Meeting, finalize upcoming STC technical program

February:
(
Call for Abstracts and Green Sheet to be submitted for FTC

· Compile Preliminary Program for STC

March:

(
Attend TEC as required for incoming Assistant Vice Chairman - Technical

April:

(
Attend STC, LRP Committee, Executive Committee, technical program  Committee and Board of Associates meetings.

· Distribute Call for Papers for next year’s STC

May:

(
Assess rating of technical papers from past STC

· Submit candidate papers from the past STC for inclusion in Transactions

June:

(
Call for Abstracts Green Sheets to be submitted for next STC

· Attend Executive Committee Meeting, finalize FTC technical program

July:

(
Compile Advanced Program for FTC


August:
(
--

September:
(
Attend FTC, LRP Committee, Technical Program Committee, Executive Committee and Board of Associates Meeting.

· Distribute Call for Paper for next year’s FTC

October:
(
Complete rating of technical papers from past FTC

· Submit candidate FTC technical papers to Associate Editor for inclusion in Transactions

November:
(
--

December:
(
--

4.1.6
Secretary
As an ex-officio member of the Executive Committee, the Secretary shall receive and reply to miscellaneous correspondence from outside the Division.  An operating schedule is given in Table 8.

TABLE 8.  OPERATING SCHEDULE FOR THE SECRETARY
January:
(
Attend Executive Committee meeting 

February:
(
Distribute minutes of January STC Planning Meeting 


March:

(
Submit Division listing for Manual AC-10 (name of manual)

· Distribute agendas for STC, Executive Committee, and Board of Associates meetings

April:

(
Attend STC meeting as required

· Receives letter from ASME HQ requesting a list of Executive Committee members, including new incoming member.  This letter is filled out and submitted to the Energy Conversion Board Vice President for approval.  They, in turn, forward it to ASME HQ.

· Establish format and content of ICE letterhead with input of the incoming Chairman and have 1,000 pieces printed

May:

(
Distribute minutes of STC, Executive Committee, and Board of Associate meetings.

· Distribute updated membership list and organization chart

· Distribute Agenda for Executive Committee FTC Planning Meeting

June:

(
Attend Executive Committee Meeting

· Distribute Minutes of Executive Committee FTC Planning Meeting

July:

(
Revise and Issue Directory of Associates.

August:
(
Distribute agendas for FTC, Executive Committee, and Board of  Associates meetings

September:
(
Attend FTC meetings as required

October:
(
Distribute minutes of FTC, Executive Committee, and Board of  Associates meetings. 

November:
(
--

December:
(
Distribute Agenda for January Executive Committee STC  Planning Meeting

Keep Division records and transmit them to the succeeding Secretary.  Generally, minutes, correspondence, and other records need only be kept for two years beyond the current year.  However, for use during a periodic Energy Conversion Group audit of the Division, certain statistics and records are required for a five year period.  The Secretary should accumulate, record, and transmit to the succeeding secretary those records specified by the Division representative to the Operating Board, Energy Conversion Group, as needed for these audits.

Survey the Executive Committee for letter ballots at the direction of the Chairman.

Send forms and reports to Society headquarters as requested.  

Communicate selection of new member of Executive Committee and appointments to outside boards using Council on Engineering Form A-1, due February 1.

Communicate selection of Division representative to Operating Board, Energy Conversion Group.

Communicate selection of Division representative to other organizations (i.e., Joint Power Generation Conference Sponsors Committee)

Communicate Division listing for Manual AC-10 and Operating Board personnel roster using forms supplied, due March 22.

Update and print Division letterhead with input from the incoming Chairman on the style and format for stationery, and on the desired quantity and distribution among committee members etc.  The current Chairman should provide the names and other needed information.  New stationery due April 5.

Maintain a membership list of all Division committee members that includes names, addresses, phone numbers, and committee assignments.  Distribute copies of this list and a Division organization chart for the coming year to all Executive Committee and other committee officers by May 1.  Corrections, additions, and deletions to this list should be made and documented in the minutes of appropriate Board of Associates meetings.

Distribute to Executive Committee and Division committee officers as they may require, copies of the Operating Guide and Bylaws, membership list, and organization chart following notification of membership by the chairman of the respective general committee.

Prepare minutes of all Executive Committee and Board of Associates meetings and publish to committee members within two weeks of the meeting.

The Secretary receives a complementary set of the conference proceedings from each conference for archival.

4.1.7
Treasurer
As ex-officio member of the Executive Committee, attend all meetings at which the Executive Committee is in attendance.  An operating schedule is given in Table 9.

TABLE 9.  OPERATING SCHEDULE FOR THE TREASURER
January:
(
Attend Executive Committee Meeting and report financial status

February:
(
--

March:

(
--

April:

(
STC - Attend meetings as required and report financial status

May:

(
--

June:

(
--

July:

(
Attend Executive Committee Meeting and report financial status

August:
(
--

September:
(
FTC - Attend Meetings as required and report financial status

October:
(
--

November:
(
--

December:
(
--
Supervise the income and expenses of the Division, including the financial management of the Division’s conferences.

Receive and invest the income of the Division within guidelines laid down by the Executive Committee and the Society.

Supervise the issuance of vouchers for withdrawal of money from the custodian Fund of the Division or from any other accounts held in the Division’s name.  

Withdrawal requests will be signed by the Treasurer and the Chairman of the Division.

At each meeting, give a current report on the status of the Division’s funds with appropriate remarks concerning any unusual items.

Prepare an annual financial report for each calendar year prior to March 15 of the next year. A typical financial report is given in Appendix D for reference.

Advise the Executive Committee on financial matters concerning the Division.

Copies of all official correspondence from the Treasurer will be sent to the Chairman and the Secretary of the Division.

Prepare statements of Division Financial Policy for Executive Committee approval.

Deposit $1,500 into the ICE Award Income Account (ASME HQ) on July 1 each year.

Starting in 2000, the Treasurer is responsible for maintaining a credit card account for use in processing credit card payments for Division conferences.

4.2
Administrative Committees

Duties of the administrative committee officers are outlined below.

4.2.1
Chairs of Administrative Committees
Chairs of various administrative committees have overall responsibility for the activities of their committee.

They call, establish agenda, and preside at all meetings of their respective committee.

Each administrative committee chairman is assigned the responsibility of meeting with his committee prior to the Board of Associates meeting.  A short, concise report of the committee’s activity is to be made at the general meeting.

As chairman, make appointments to membership in their committee, they must confirm appointment to the new member, with copies to the Executive Committee.

Chairman make assignments among committee members to carry out committee activities.

By February 1 of each year, forward a roster of committee membership for the forthcoming year (starting July 1) to the Vice Chairman of Administration.

Chairman should make recommendations to the Executive Committee to increase the effectiveness of the committee.

4.2.2
Vice Chairs of Administrative Committees
Act for the chair at his direction or in his absence.

Assist the chairman as directed.
4.2.3
Objectives and Activities of Administrative Committees
4.2.3.a  Honors and Awards Committee
Objectives
The Honors and Awards Committee shall seek out and recommend worthy candidates for ASME honors and awards in the field of internal combustion engine power in accordance with Society principles and policies (ASME Manual MS-71 - Honors).

Activities

Awards are presented yearly at the ICE Awards Banquet held during the Fall Technical Conference.

Propose in a timely manner to the Executive Committee a recommendation or recommendations for the Society ICE award.

Obtain recommendations from the Paper Presentation Rating Chairman for the speaker awards and present to the Executive Committee.  One speaker award should be selected from each technical meeting.  Only the person or persons presenting a paper are eligible for the award.

Propose to the Executive Committee worthy candidates for ASME honors and awards, including elected grades of Society membership.

Coordinate activities in the nomination process for Division recommendations for Society honors and awards to be forwarded to ASME Honors Committee.

Assist in compiling information to support nominations submitted to the ASME Honors Committee and forward to the Executive Committee approved nominations submitted to the ASME Honors Committee.

Notify candidates of their selection for awards after Executive Committee approval and obtain biographies and photos for the awards program.  Encourage candidates to receive awards personally.

Be responsible for makeup of the awards and deliver them to the awards banquet.

Encourage Division members to prepare and submit nominations for deserving individuals for promotion to the grade of Fellow.

Prepare and print a sufficient quantity of Awards Banquet programs.

Organization
The committee will consist of no less than four members appointed by the chairman. Membership in the Society is a requirement to be on this committee.

Award Description
ICE Division Speaker Award
This award is given for the best presentation of an outstanding technical paper at any of ICE Division conferences.  This award is presented at a banquet held for the purpose of presenting awards. (Awards Banquet)

ICE Past Chairman’s Award
This award is given to the immediate past Chairman and is presented at a banquet held for the purpose of presenting awards.

ICE Meritorious Service Award
This award is given by the Division in recognition of service to the Division; i.e., Fall Technical Conference, Spring Technical Conference, panel formation, committee work, etc., and is presented at a banquet held for the purpose of presenting awards.

ICE Division Citation Award
This award is given by the Division for some outstanding achievement in the field of mechanical engineering, particularly with respect to internal combustion engines.  This award is presented at a banquet held for the purpose of presenting awards.

Richard S. Woodbury Award
This award was established by the Division in memory of Richard S. Woodbury, a previous chairman of the ICE Division.  It is given in recognition of excellent management of those engaged in the design, development, application, or operation of internal combustion engines and is presented at the banquet held for the purpose of presenting awards.

ICE Award
This Society award is given by ASME to an individual nominated by the ICE Division.  It recognizes outstanding achievement in the advancement of the art of engineering in the field of internal combustion engines through research, innovation, education or engineering management.  The cast bronze plaque is presented at the banquet held for the purpose of presenting awards.  The Honors and Awards Committee Chair is responsible for preparing the plaque, which is prepared by ASME HQ since it is a Society Award.

The recipient of the ICE Award is required to pay for the conference registration if he/she attends the conference.  The Honors and Awards banquet ticket is not complimentary, and travel expenses are not covered by ASME.

Chairman’s Distinguished Service Award
This award is given to the Local Arrangements Chairman in recognition of service to the Division for performance of various and detailed activities associated with a successful technical conference.  This award is generally to be presented at a banquet held for the purpose of presenting awards, however, it may also be presented at the convenience of the Chairman.

Other Awards in ASME MS-70
4.2.3.a.1  Paper Presentation Rating Sub-Committee
Objectives

The Paper Presentation Rating Committee is responsible for determining the relative quality of presentation of the papers presented at the Division’s technical sessions (specifically in the areas of visual presentation, oral presentation, and discussion) to serve as the basis for speaker awards.  Technical paper must be available at respective conference to be eligible for the award.  Speaker award will not be given for "oral only."

Activities
Develop a format such as that shown in Figure 2 which can be used to rate papers.

Distribute blank rating forms to the Associates at the Associates meetings prior to the conference.

Collect complete forms from Associates and compile data.

Based on results of the compiled data, recommend author awards to the Honors and Awards Chairman by April 1 of each year.

Organization
The Paper presentation Rating function is handled by one Associate appointed by the Division Chairman on an annual basis.
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FIGURE 2.  SAMPLE OF TECHNICAL PRESENTATION RATING FORM
4.2.3.b  Long Range Planning Committee
Objectives
The Long Range Planning Committee shall be responsible for developing and upgrading future plans for the conduct of the Division.  Goals for future direction should be established complete with costs and dates consistent with the overall ASME Long Range Plan.

Activities
Establish plans for future conferences.  Plans are to be in advance and presented to the Executive Committee for approval.

Review the operating results of each conference.  Record and maintain attendance, profit, and other data necessary for proper forecasting.

Seek and explore other areas of ICE involvement, whether complete sponsorship of new meetings of participation in other nontraditional areas.

Make use of Headquarters’ services to mold future ICE plans along Society lines.

Prepare an annual report for the Executive Committee that will outline recommendations to improve the future effectiveness of the Division.

Seek input from the Board of Associates.

Organization
The Vice Chairman - Administration will serve as Chairman of the Long Range Planning Committee.  Other members will be the past Chairman and Assistant Vice Chairman - Administration.

4.2.3.c  Meetings Coordination Committee
Objectives
The Meetings Coordination Committee shall be responsible for all Division activities in assembling and presenting the FTC and the STC.

Activities
The committee shall work with and be responsible for the activities of the local arrangements chairman.  The local arrangements chairman shall be a member of the Meetings Coordination Committee after his appointment and at least until the completion of the conference.

Coordinate the activities of the technical program committees and administrative committees to insure a smooth operating conference.

Maintain current status reports of programs being developed by the technical committees for various meetings and conferences.

Develop plans for the ICE Awards Banquet at the Fall Technical Conference.  This will include selection of toast master, banquet speaker, coordination of awards.

Supply incoming local arrangements chairman with information regarding the organization and conduct of the conference.

A specification for site selection is given in Table 11.

Organization
The Assistant Vice Chairman-Administration will serve as Chairman of the Meetings Coordination Committee.  Other members will include, but will not be limited to, the local arrangements chairmen for upcoming technical conferences.

4.2.3.d  Membership Development and Interests Committee
Objectives
The Membership Development and Interests Committee shall be responsible for developing and retaining membership in the Society and in the Division.

Activities
Make use of Headquarters’ services to contact nonmember registrants at Division conferences to solicit membership of qualified engineers in the Society and Division.

Develop programs, including posters and booths, at Division conferences to encourage membership in the Society and Division.

4.2.3.e  Newsletter Editor
Objectives
The objective of the Newsletter Editor is to provide a means of communication with the members of ASME who have expressed their interest in the ICE Division.  This objective is met through the publication of an annual Division newsletter which is usually published in the summer.

Activities
Obtain items for the summer newsletter.  These may include a chairman’s message, Spring and Fall Technical Conference information, Technical news items, biographical data on the incoming ICE Executive Committee member, a list of committee members and officers, appropriate photographs and other articles of interest to ASME members.

Forward information for the newsletter to ASME headquarters for printing and mailing so it reaches ASME members in a timely fashion.

A chronology of activities is given in Table 10.

Organization
This function is usually handled by one Associate appointed annually by the Division Chairman.


TABLE 10.  CHRONOLOGY OF PRODUCING THE ASME-ICE NEWSLETTER
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OTHER INFORMATION
1. In 1997, ASME contribution to newsletter was about $4,400 for a 6-page newsletter.

2.
Summer is the period when most divisions are producing their newsletter.

3.
ASME staff are more likely to be on vacations during the summer

4.
In 1997, the newsletter (10 page) cost $5,900 ($1,500 from ICED funds)

4.2.3.f  Nominating Committee
Objectives
The Nominating Committee has the responsibility of developing and maintaining an active roster of the Associates Committee.  This committee is also responsible for recommending qualified candidates to serve on the Executive Committee.

Activities
Each year, the Nominating Committee will contact each member of the Associates Committee to determine his/her interest in continuing to serve.  Each will be requested to recommend others for possible consideration as committee members.

Prepare a list of recommended candidates for reappointment to the Associates Committee and a list of new candidates for approval by the Executive Committee at their first meeting of the calendar year.

Recommend candidates to serve on the Executive Committee.  There should always be at least one member designee who will either join the Executive Committee at the normal time or be available to step in should a vacancy occur.  Candidates should be recommended to the Executive Committee for approval at their first meeting of the calendar year.

The Committee shall write letters of appointment and reappointment to members selected to serve.

The incoming member to the Executive Committee must be requested to submit a letter from his company indicating their approval of his selection and agreement to allow him to spend necessary time to participate in Division activities.

Organization
The Nominating Committee shall consist of a Chairman appointed each year by the Executive Committee.  Other members will be the Vice Chairman and Assistant Vice Chairman-Administration.

4.2.3.g  Publicity Committee
Objectives
The purpose of the Publicity Committee is to make ASME membership and appropriate people in the engine industry aware of ICE Division activities.

Activities
Attend Board of Associates meetings to learn of publicity needs and report publicity actions on upcoming ICE Division activities.

Contact the Division Vice Chairman, both technical and administrative, to search out potential opportunities for articles (e.g., call for papers, conferences, etc.).

Prepare articles for publication and place in appropriate magazines, newspapers, etc.

Assure that Division activities are publicized in the ASME periodical publications.

Organization
The Publicity Committee should include a Chairman appointed by the Division Chairman and committee members appointed by the Publicity Committee Chairman, either for specific projects or on a permanent basis.

4.2.3.h  Operating Guide and Bylaws Committee

Objectives

The Operating Guides and Bylaws Committee will be responsible for the update and maintenance of the Division Operating Guide and Bylaws in accordance 

with the actions of the Executive Committee.  This committee will also have the task of updating the Bylaws in accordance with the actions of the Executive Committee and Operating Board-Energy Conversion Group.

Activities
Completely understand the ICE Division Guide and Bylaws.

On a bi-annual basis or more often when necessary, review the Operating Guide and Bylaws and recommend appropriate changes to the Executive Committee.

Organization
This function is handled by the Assistant Vice Chairman of Administration.

4.2.3.i  Associate Editor of Journal (function rather than a committee)
Objective
The Associate Editor represents the ICE Division on the editorial board of the Journals.  He seeks and recommends high quality papers for Journal publications.

Activities

Encourage the Associate to identify quality papers for reprint in the Journal.  These papers must be of high quality and possess long-term reference value.

Insure that all recommended papers have been reviewed by at least two persons and preferably by three persons.  The reviewers may not be affiliated with the author’s organization and must be qualified in the specific subject of the paper.

The Associate Editor is the only one authorized to sign the Form M & P 1258 recommending Journal publication of technical papers.

Compose a collection of recommended ICE papers for publication in the Journal for Gas Turbines and Power.  This list is forwarded to Headquarters and copied to the Journal Editor in early March.

Papers may be submitted to the Journals at any time.  However, special efforts must be taken to recommend enough papers to form a complete ICE issue every July.

The Associate Editor receives a complementary set of the conference proceedings from each conference.

Organization
Although the Associate Editor is one individual, this position depends on the cooperation of the technical committees.

4.2.3.j  Student Activities Committees
Objectives
The Student Activities Committee shall encourage development of engineering education, and communicate the opportunities for engineers in the field of diesel and gas engines power generation.

Activities
Develop programs and activities with deans of engineering and mechanical engineering department heads, the policy board, education, and representatives of other technical society groups to improve engineering education, and encourage the entry of engineering graduates into the field of diesel and gas engines.

Develop and implement continuing education programs with other divisions of the Society, the policy board, education, and within Society guidelines, as found necessary and appropriate for Division sponsorship.

Organization
This function is usually handled by one Associate appointed annually by the Division Committee.

4.2.3.k  CIMAC (International Council on Combustion Engines) Committee
Objective
The purpose of the CIMAC Committee is to coordinate all CIMAC activities between CIMAC and Division membership.

Activities
Facilitate participation by Division members in preparation of, and presentation of CIMAC papers.

Review CIMAC papers for re-publication as ASME papers when subject matter is relevant to a particular meeting.

Keep membership of the Division informed of CIMAC meetings and papers published.

Appoint US representation on CIMAC technical committees.

Organization
The CIMAC committee is called the AUS National Committee by CIMAC.  The ASME staff person who serves as ASME-ICE liaison is Secretary of the US National Committee.  ASME-ICE Division funds half of the CIMAC annual dues of ASME. The other half is funded by the International Gas Turbine Institute.  The Division is represented by a Chairman and five Committee members.  The CIMAC committee Chairman is selected by the Executive Committee.  The CIMAC Committee Chairman selects five committee members.

4.2.3.l  Government Relations Committee
Objectives
The Government Relations Committee shall be responsible for coordinating all government relations activities between the Division and the Washington staff and to communicate all relevant government relations information to the Division membership.

Activities
Explore new opportunities presented by federal, state, and local government programs and private sector collaborative R & D initiatives.

Facilitate participation by Division members in the regulatory process and inform members of new opportunities in this growth area.

In cooperation with the Division program chairman, develop conference sessions which will provide technical information exchange and/or influence proposed or recently-enacted government regulations or policies which affect the internal combustion engine industry.

Identify key persons in government who may be potential speakers at Division conferences.

Keep abreast of impending legislation, regulations, etc., which may affect the internal combustion engine industry and bring those considered important to the attention of the Executive Committee and Associates.  If considered sufficiently important, recommend establishment of an ad hoc committee to prepare material for presentation to the legislator or agency involved.  Coordinate any such action with the Washington staff.

Organization
The Chairman of the Government Relations Committee will be the government relations contact within the Division.  The Vice Chairman will assume the duties of the Chairman in his absence.  Additional members will be selected as required, and this may be done on an ad hoc basis to address specific issues.

4.2.3.m  Lectures Committee
Objectives
The Lectures Committee will be responsible for administering the Honda Lecture, the Calvin Rice Lecture, and nominations for the ASME Distinguished Lecturer.

Activities
Develop supporting information and nominate candidate for the Honda Lecture, subject to approval by the Executive Committee.  The presenter (recipient) of the Honda Lecture is selected one year in advance of the technical conference at which the lecture is to be given.  Schedules are to be coordinated with the Conference Chairman.

Develop supporting information and nominate candidate for the Calvin Rice Lecture, subject to approval by ASME.  Guidelines for candidate submission must meet ASME requirements since this is not a Division Lecture.  If the candidate for the Calvin Rice Lecture is approved, the Lecture should be given at the earliest conference sponsored by the ICE Division.  The lecture date is to be coordinated with the Executive Board and scheduled with the Conference Chairman.

Develop supporting information and nominate candidates for Distinguished Lecturer subject to approval by the Executive Committee, for administration by ASME Council on Engineering.  Proposals for Distinguished Lecturer require one year for processing prior to the Winter Annual Meeting.

The Lectures Committee Chair is responsible for ensuring that the Lecturer has the necessary information to attend the conference where the award is to be made.  This includes providing a copy of the conference preliminary program, coordinating registration with the Local Arrangements Chairman, coordinating with ASME HQ on travel reimbursement (as applicable), plaque preparations, and honorariums.

Organization
Three committee members are chosen by the Executive Committee from past Executive Committee Chairmen to serve staggered three year terms.  Term may be renewed for an additional three years.  Personal knowledge of these committee members is generally relied upon for generating nominations.

Honda Lecture

The Soichiro Honda Lecture was established in 1986 to reinforce the objectives of the Soichiro Honda Medal, namely, to recognize achievement or significant contributions in the field of personal transportation.  The ICE Division is responsible for selecting the speaker for the Soichiro Honda Lecture.  A committee of three past chairmen will review nominations and select the Lecturer.  Nominations can be received from all ASME Technical Divisions and other appropriate sources in ASME.  The  Soichiro Honda Lecture is an annual ASME national lecture.

When a Lecturer is selected, the President of ASME sends the Lecturer a formal invitation to deliver the lecture at the next Technical Conference of the ICE Division.

The Honda Lecturer receives an ASME plaque and a $3,000 Honorarium.  The plaque is arranged at the Division level (most recently Abnash Narula through his work on the Honors & Awards Committee). The Lecturers Committee Chairman is responsible for coordinating with the ASME technical affairs staff on the honorarium.

The Honda Lecturer is required to register for the conference, but the  registration fee is complimentary.  The Honors and Awards banquet ticket is also complimentary, as is a banquet ticket for the Lecturer’s spouse.  Both the conference registration and the banquet tickets should be included as an expense item in the conference budget.  Travel expenses are covered by ASME in accordance with ASME Travel Policy (see the policy at http://www.asme.org/asme/policies/p4‑5.html).  The Lectures Committee Chairman is responsible for briefing the Lecturer on ASME travel policy in advance of the conference so there is no misunderstanding.  The Lectures Committee Chairman is also responsible for obtaining the plaque awarded to the Lecturer.


Record of Recent Honda Lecturers:
1987
Helmut List, President of AVL List, GmBH, Gratz, Austria, ‘The Future of Automotive Power Plant Design and Development Processess.”
1988
Phillip S. Meyers, University of Wisconsin, Madison, “Ceramics for Transportation Engines: Siren or Solution.”
1989
H.O. Hardenberg, Daimler-Benz AG, Stuttgart, Germany, “Catalyst Activation - A New Means to Induce Particulate Trap Technology.”
1990
John B. Heywood, Director of the Sloan Automotive Laboratory, Massachusetts Institute of Technology, “Future Engine Technology: Lessons from the 80's for the 1990's.”
1991
Karl J. Springer, Vice President, Automotive Products and Emissions Research Division, Southwest Research Institute, “Energy, Efficiency, and the Environment - Three Big E’s of Transportation.”
Calvin W. Rice Lecture

The Calvin W. Rice Lecture is an ASME national lecture.  It was founded in 1934 to honor the man who served as Secretary of the Society from 1906 to 1934.  It is intended to continue the effort for which Calvin W. Rice was known, to increase understanding among engineers of various countries.

The Board on International Affairs is responsible for selecting the speaker for the Calvin W. Rice Lecture.  In order to obtain a broad group of candidates from which it can make a selection, the Board requests each Technical Division to propose the name of at least one person each year.  The Rice Lecture is usually given annually, but there is no restriction on the number of lectures in a given year.

Society Policy P-14.11 pertains to the granting of Life Membership to a Rice Lecturer.  Corporate members of ASME will receive life membership in their grade of membership.  Non-members must be recommended for membership by the Admissions Committee and will receive life membership in the grade recommended, but not a grade higher than Member.  In the event the recipient is already a life member, an engrossed certificate will be presented.

“The Rice Lecturer receives an ASME plaque and a $2,500 honorarium.  The plaque is arranged at the Division level (most recently Abnash Narula through his work on the Honors & Awards Committee). The Lecturers Committee Chairman is responsible for coordinating with the ASME technical affairs staff on the honorarium.

The Rice Lecturer is required to register for the conference, but the  registration fee is complimentary.  The Honors and Awards banquet ticket is also complimentary, as is a banquet ticket for the Lecturer’s spouse.  Both the conference registration and the banquet tickets should be included as an expense item in the conference budget.  Travel expenses are covered by ASME in accordance with ASME Travel Policy (see the policy at http://www.asme.org/asme/policies/p4‑5.html).  The Lectures Committee Chairman is responsible for briefing the Lecturer on ASME travel policy in advance of the conference so there is no misunderstanding.  The Lectures Committee Chairman is also responsible for obtaining the plaque awarded to the Lecturer.”

4.2.3.n  Website Committee
Objectives

The website committee is responsible for posting pertinent information of interest to the Division on the ASME Website.

Activities
Update pertinent information concerning technical conferences, call for papers, planned meeting locations.

Interface with ASME International to ensure that Division information is easily obtained through the ASME home page.

Ensure that call for papers and calendar of meetings of ASME International contain Division information.

Develop links to other sites as appropriate and in keeping with the Division’s Mission Statement

Organization
This function is usually handled by one or more Associates appointed annually by the Division Chairman.  The Website Committee Chairman will ensure that all material posted on the website meets the approval of the executive committee and ASME International.

4.3
Technical Committees
Objectives

Objectives of the technical committees are:

--  To constitute a technical committee within the ICE Division in accordance with its scope and Bylaws.

-- To promote the art and science of internal combustion engines within the scope of the committee.

-- To encourage and foster research and development, and publish reliable data of engineering importance pertaining to subjects within the committee’s scope of activities.

-- To direct attention to outstanding engineering achievements within the scope of the committee, with recommendations and suggestions as to suitable recognition for such achievements.

Activities
To achieve assigned objectives, the technical committees will undertake appropriate activities including:

Encouraging the preparation, review, and presentation of papers and books on significant technical developments.

Developing and organizing technical programs, meetings, and conferences in which papers are presented and discussed in which all members of the Society may meet on an equal basis to exchange experience and technical data.

Cooperate with other professional divisions, groups, and committees within this and other societies with respect to the need for and preparation of codes, standards, and research and in the preparation of papers, meetings, and special services, and to the avoidance of conflicts and duplication of efforts.

Recommend and submit books, papers, reports, and data of permanent value or exceptional quality for publication by the Society or other means.

Propose for honors to the Chairman, Honors and Awards Committee, distinguished members of the profession working within the scope of its activities.

Organization
A Technical committee should consist of no less than four members appointed each year by the incumbent chairman of the committee.  The incumbent chairman is usually the previous vice chairman.

Membership in the ASME is preferred (but not a mandatory prerequisite) for technical committee membership, but all officers of a committee must be ASME members.  Each committee shall strive for well-balanced representation from several fields of interest such as equipment users, manufacturers, academia, consultants, and government.

4.3.1
Chairmen of Technical Committees
Overall responsibility for the activities of the technical committee in achieving its objectives.

Call, establish agenda, and preside at all meetings of the committee.

Recommend to the Vice Chairman-Technical an individual for vice chairman of the technical committee.  

Make appointments to membership in the committee.  Confirm appointment to new members, with copies to the Secretary and Vice Chairman-Technical.

Make assignments among committee members to carry out committee activities, especially those associated with technical sessions, panels, and conferences.

4.3.2.
Vice Chairmen of Technical Committees
Act for the chairman at his direction or in his absence.

Assist the chairman as directed.


5.  TECHNICAL CONFERENCES
The stated objective of the Internal Combustion Engine Division is to provide a forum to promote and encourage an exchange of technical information for the benefit of the engine industry and the engineering profession.

The Fall Technical Conference (FTC) is held each year, usually in the September - October time frame, at a site convenient to the host sponsor organization.  The Fall Technical Conference  is developed around a central theme.  Papers of high quality dealing with that theme are encouraged, but papers on any engine topic may be accepted for presentation.

The Spring Technical Conference (STC) is held each year, usually in the March - April time frame, also at a site convenient to the host sponsor organization.  The Spring Technical Conference is a non-theme conference.  High quality technical papers on any engine topic are accepted for presentation.

5.1
Site Selection and Specification:

Nominations for conference sites may be accepted for consideration by the Executive Committee at any time.  Selection by the Meeting Coordination Committee should be made at least three years in advance of the proposed Conference.  Before a site is approved by the Executive Committee, consideration must be given to location of potential hotel facilities, ease of transportation, and overall accessibility.  Specifications for conference site consideration are given in Table 11.  If the site is approved, the Vice Chairman-Administration will file a CA1 Conference Approval Form with ASME.  A site visit by the Executive Committee is optional, provided there is reasonable assurance that the facilities and arrangements are adequate to accommodate the conference.

5.2
Local Arrangements:
At the time of site selection, the local arrangement chairman is also chosen.  This person should be an active ICE Associates committee member and should reside either at or near the conference site.  He will locate and arrange for supporting activities related to the conference, subject to executive committee approval.  The local arrangement chairman serves as the liaison between the ICE Division and the host sponsor organization.  

The local arrangement chairman is not authorized to sign hotel contracts.  Such contracts must be forwarded to ASME headquarters after review by the Executive Committee.  Upon Executive Committee approval of preliminary budget for conference, the Executive Committee will authorize the Treasurer to forward the necessary seed money to local arrangements chairman for making deposits and reserving facilities.  Seed money is essentially a loan and therefore must be accounted for in after-conference budget report prepared by the local arrangements chairman and submitted to the Treasurer.  An example of a final report is given as Appendix E.

The local arrangements chairman can obtain conference badge ribbons from ASME headquarters by contacting the ICED technical liaison.  Typically, two “Chair” ribbons per session are ordered, along with a sufficient number of “Author” ribbons.  The ribbons should be shipped directly from ASME to the local arrangements chairman, and are then packaged within the registration materials.

5.3
Conference Theme:
The theme of the Fall Technical Conference is selected by the Technical Program Committee.  To enable papers of high quality to be developed, the theme must be chosen at least 18 months before the conference date.  The host sponsor organization may propose theme topics for approval by the Technical Program Committee.  The Spring Technical Conference will be a non-theme conference, and open to any quality technical paper on engine related topics.

TABLE 11.  ASME-ICED SITE SELECTION SPECIFICATIONS
Available Room Block
(
100 Rooms STC

(
125 Rooms FTC

Conference room or facilities available to support

–
( 3 Concurrent Technical Sessions  (1 ( 100 people); (2 ( 60- people)

–
Banquet/Facilities for ( 150 people



– 
Hospitality Suite/Chairmans Room to accommodate 75 people



–
Ladies Hospitality Suite to accommodate ( 30 people



–
On-site lunch capability to serve large groups within 1 hour



–
(( 150 people STC, ( 175 people FTC) 



–
Hotel compliance with ADA requirements



–
Proximity to major airport facilities (#50 miles), and served by public transportation, to/from airport

Conference Registration requirements at the site



–
Table Space



–
Phone



–
Computer Location



–
Literature sales / Display Space



–
Electric Power

Overflow hotel with sufficient room capacity within walking distance of conference site (3 blocks max)

On-site or adjacent parking capacity to match room capacity requirements

Hotel conference site located # 1 hours drive from sponsors location to facilitate tours

Conference site located in or near major urban area to facilitate growing conference attendance.

5.4
Schedule of Events to Establish a Technical Conference
The following general schedule of events  is established to provide an operating guide for the interested Division personnel.

	LEAD TIME
	ACTIVITY
	RESPONSIBLE PARTY

	36 months
	Site Selection

Local Arrangements Chairman

Selection
	Meetings Coordination Committee

Meetings Coordination Committee

	30 Months
	Preliminary Presentation to Executive Committee

Site Hotel, Tour, Entertainment

Conference Theme
	Meetings Coordination Committee

Vice Chairman-Administration

Technical Program Committee

	18 Months
	Budget Presentation - Request

Hotel Confirmed Rates
	Vice Chairman-Administration Vice Chairman-Administration

	12 Months
	Tour, Entertainment

Technical Agenda

Release Call for Papers
	Vice Chairman-Administration

Vice Chairman-Technical Program

	9 Months
	Green Sheets and Abstracts
	Vice Chairman-Technical

	6 Months
	Preliminary Manuscripts
	Technical Program Committee

Vice Chairman-Technical

	5 Months
	Site Meeting (Optional) - Finalize Details

Presentation on Entire Program

Preliminary Program Layout


	Vice Chairman-Administration

Joint/Vice Chairman Technical

Local Arrangements Chairman

Joint/Vice Chairman -Admin. and

 Vice Chairman-Technical

	4 Months
	Receive Final Paper Manuscripts

FTC Information Incorporated in

 Summer Newsletter

Preliminary Program Layout

Printing and Mailing
	Vice Chairman-Technical

Newsletter Editor

Joint/Vice Chairman -Admin.

  and Vice Chairman-Technical

	3 Months
	Forward Papers to Headquarters for printing

Layout Awards Program(FTC only)
	Vice Chairman-Technical

Honors & Awards Committee

Vice Chairman-Administration

	2 Months
	Solicit Conference Sponsors
	Vice Chairman-Administration


5.5
Summary of Preliminary Program Printing, Distribution, and Budget
In an effort to significantly reduce copying and mailing costs for the conference preliminary programs, the Division is moving toward e-mail distribution for meeting announcements.  The conference technical program chair coordinates with the ASME technical staff to prepare and distribute a broadcast e-mail to the roughly 6,900 ASME members that have the ICE Division listed as their first or second technical division of interest.


TABLE 12.  SUMMARY OF PRELIMINARY TECHNICAL PROGRAM


PRINTING, DISTRIBUTION, AND BUDGET
	Distribution of Preliminary Program

	Committee Members
	Number

	Publicity
	50

	International Technical Affairs
	300

	Chairman
	15

	Vice Chairman - Technical
	15

	Session Organizers (forward to Authors)
	120

	ASME Headquarters
	30

	All Associates a
	120

	Assistant Vice Chairman - Technical
	50

	
TOTAL
	(700

	BUDGETARY COSTS (2000 STC)

	Preliminary Program Printing Cost for 750 Copies
	$200.00

	Preliminary Program Mailing Cost
	$275.00

	ASME broadcast e-mail 
	$300.00

	Final Program Printing Costs
	$100.00

	
TOTAL
	$875.00

	Note: a - labels are generated by Division Secretary


5.6
Session Organizer’s: Role Responsibility, Tools
The ASME-ICE technical conferences are comprised of a number of technical sessions, each session containing 4-5 technical papers.  The technical program shall consist only of written and peer-reviewed papers; oral-only presentations are not allowed unless invited or approved by the Executive Committee.  Session Chairmen or Organizers volunteer or are appointed by the Technical Vice Chairman of the Executive Committee to lead each session.  It is the responsibility of the Session Organizer to:

· solicit papers and track their progress through the peer-review process.

· correspond with authors and reviewers to produce a quality paper from initial abstract to the final camera-ready form.

· ensure all applicable forms are completed and submitted.

· conducts the session at the technical conference.

Appendix “C”, “The ASME-ICED Session Organizer’s Kit” provides a complete guide to organizing and conducting an ASME-ICED conference session.

Session organizers shall submit all M&P 1903 green sheets to the Technical Vice-Chairman, who forwards the green sheets to ASME Headquarters with copies from foreign authors to the Chairman of the International Technical Affairs Committee.

Session Organizers shall send all paper reviews to the Associate Journal Editor.


6.  POLICY ISSUES

6.1
Conference Hospitality Suite Policy

Internal Combustion Engine Division has little authority or control over individuals desiring to operate a hospitality suite for commercial reasons.  However, since the Internal Combustion Engine Division has scheduled the meeting and taken the effort to make the conference possible, we would request the cooperation of the interested parties to register in writing with the Internal Combustion Engine Division, at least 30 days prior to the meeting, their intent and scope of activity.  This to be presented to the Administration Vice Chairman of the Internal Combustion Engine Division for approval.  The Internal Combustion Engine Division would receive no revenue for the activity.  The Internal Combustion Engine Division would expect that the activity would be conducted in good taste.  The activity would not interfere with any of the conference planned activities (technical and/or social).  When the Internal Combustion Engine Division hospitality suite is open, the suite of the exhibiting organization could be open.

6.2
Distribution of Free Publications

At ICE Division expense:

1.
The “presenting author” of each printed paper is entitled to one (1) volume of the proceedings.

2.
The “primary organizer” of a technical session is entitled to one (1) volume of the proceedings.  (The Chairman and vice-chairman are not entitled to any complimentary copies.)

3.
Each “corporate sponsor” is entitled to one volume of the proceedings.

4.
The Division Secretary is entitled to one volume of the proceedings for archival.

5.
The Associate Editor of the Journal is entitled to one volume of the proceedings for use in reviewing papers for Journal recommendations.

The Vice Chairman-Technical will define the primary organizer, and he will provide a written coupon for exchange of one volume of the proceedings to each presenting author, primary organizer, and corporate sponsor..

6.3
Division Financial Policy
 - Reserved -

6.4
Exhibits Committee
The ICE Division does not provide for or encourage commercial exhibits or advertisement of any kind.  

6.5
Honoraria
Honoraria may be transferred directly from ASME to a selected charitable organization.


APPENDIX A


ICE DIVISION BYLAWS


BYLAWS OF THE


INTERNAL COMBUSTION ENGINE DIVISION*


OF THE


ASME

Approved by Professional Divisions Committee, February 15, 1955; 

With changes approved by Professional Divisions Committee May 19, 1958;

With changes approved by DGP Division September 21, 1959, and

November 29, 1962; and approved by Power Department Executive Committee on

September 12, 1963, and November 19, 1963;

With changes approved by the ICED Executive Committee on October 15, 1989.

*Name change from Diesel and Gas Engine Power Division approved on June 12, 1985, Council on Engineering.

I.
Objectives
A.
To constitute a professional division of the American Society of Mechanical Engineers, in accordance with the Society’s Constitution, Bylaws, and Rules, in the field of internal combustion engines and their components, accessories, and auxiliaries.

B.
To promote the art and science of mechanical engineering in the field of internal combustion engines in accordance with the following statement of scope.

Scope:

The Internal Combustion Engine Division deals with internal combustion power producing or energy transforming machines of the reciprocating piston type and their auxiliaries - their design, construction, application, and operation.  In addition to diesel, gas, and dual-fuel engines and reciprocating gasifiers as units, this naturally includes basic components such as injection and ignition systems, bearings, pistons and rings, cylinder liners and heads, crankshafts and camshafts, connecting rods, valves and valve gear, and scavenging blowers and superchargers (including turbosupercharger).
The Division concerns itself with all kinds of complete mechanical systems for the production of power from combustible fuels carried on within a cyclic changing of volume.  This includes such arrangements as crankshaft or free-piston engines creating energy in pressured gaseous form for ultimate transformation by turbine or rotary or reciprocating expansion machine to mechanical energy or combination units involving partial recovery of available mechanical energy in reciprocating sections and partial recovery in turbine or rotary machine sections or other power-producing configurations which later may be invented or developed.  It also includes the auxiliary equipment needed for a complete internal combustion engine power plant for stationary, marine, railroad, or mobile applications such as air filters and silencers, exhaust mufflers and waste heat recovery devices, cooling systems, fuel handling and storage equipment, lubrication systems, coupling and drives for power transmission, foundations, and buildings.

The Division likewise concerns itself with the characteristics and properties of fuels and lubricants, the materials used in engine construction, and the fundamental processes involved in engine operation such as combustion, fluid mechanics, heat transfer, thermodynamics of working cycles, etc., and other basic considerations.

Because the Division enlists the interest of all those concerned with internal combustion engines (those who design and build them, those who select and apply them, and those who operate and maintain them), its technical papers range from theoretical analyses to practical discussions of operating and maintenance procedure.  There is also strong interest in the economics of such applications as are included in the indicated spheres of activity.

C.
To encourage and foster research and development and to summarize and publish reliable data of engineering importance pertaining to subjects within the Division’s scope of activities.

D.
To encourage the interchange of ideas among engineers and technologist by:

1.
Encouraging the preparation and publication of papers on technical developments.

2.
Organizing programs in which papers are presented and discussed and in which all members of the Society may meet on an equal basis to exchange experiences and technical data.

3.
Cooperating with other professional divisions, groups, and committees within the Society and with other societies with respect to standardization, research, preparation of papers, meetings, and special service and to the avoidance of duplication of effort and conflicts.

E.
To direct attention to outstanding engineering achievement in the field of internal combustion engines with recommendations and suggestions as to suitable recognition for such achievement.

F.
To provide that the activities of the Division shall be directed by members of the Society who have attained prominence and prestige in the field and who have shown, by activity within the Division, the necessary ability and willingness to discharge such responsibilities.

II.
Activities
A.
The Division shall, when desirable, organize and/or sponsor and conduct one or more sessions at national meetings of the Society.

B.
The Division shall organize at least one annual Division conference with or without exhibit at selected locations, centers of interest in the field of internal combustion engines, subject to the approval of the Meetings Committee of the Board of Communications.

C.
The Division shall, when appropriate, participate in joint sessions with other divisions or committees at meetings of the Society when such joint sessions are mutually desired by the participating divisions or committees.

D.
Subject to the approval of the Meetings Committee of the Board on Communications, the Division shall participate in joint sessions with other organizations when such is of benefit to the Division, to the Society, and to the profession.

E.
The Division shall share in the sponsorship of the Congress of CIMAC, International Council on Combustion Engines.

F.
Standing and special committees shall be maintained for the collection and review of new information and for the preparation of reports and digests.

G.
The Division may submit papers, reports, and data of permanent value or exceptional quality and interest for publication by the Society or in other suitable channels.

III.
Organization
A.
The Internal Combustion Engine Division shall be organized under the Constitution, Bylaws, and Rules of the Society, and, in the case of conflict between Division and Society Bylaws and Rules, those of the Society shall govern.

B.
Executive Committee:

1.
The Executive Committee shall consist of seven (7) members selected from the membership of the Society as follows:

Prior to February 15 each year, the Executive Committee of the Division shall elect the new member of the Executive Committee.  The nominee shall be approved by the Council on Engineering.  The method of selecting individuals is optional to the Division.  The term of the new member shall be for five (5) years, and his effective term shall start at the close of the summer annual meeting one year after his election.  The term on one (1) member of the Executive Committee shall expire at the close of each summer annual meeting (SAM), and, in general, this member will be the senior member of the Executive Committee.

2.
The Executive Committee of the Division shall elect its officers, and no one shall be eligible for chairmanship until he has been a member of the Committee for one year.  Officers of the Division shall be the chairman, two vice chairmen, two assistant vice chairmen, a secretary, and a treasurer.  The most recent past chairman traditionally attends Executive Committee meetings on an ex-officio basis to provide continuity and counsel.  He is not eligible to vote on Committee matters.

The election of officers shall take place during the Division’s annual conference each year.  Those elected shall take office at the close of the summer annual meeting.

3.
In case of resignation or vacancy by reason of incapacity or disease, vacancies shall be filled by appointment of the Executive Committee, subject to approval of the Council on Engineering.

4.
The Executive Committee shall appoint or elect a treasurer of the Division who shall perform the duties normal to his office of administering the Division’s custodian and operating funds in accordance with the Society’s policies and under the direction of the Division Chairman and the Executive Committee.  The treasurer shall be an officer of the Division and an ex-officio member of the Executive Committee, but without a vote.

5.
The Executive Committee shall appoint or elect a secretary of the Division who shall record the proceedings of the Executive Committee meetings for distribution to the Executive Committee and the Associates.  These minutes and records of other Divisional activities shall be reported also to the ASME Technical Director.  He shall also perform the duties of the secretary of the Division under the direction of the DIVISION Chairman and the Executive Committee.  The secretary shall be an officer of the Division and an ex-officio of the Executive Committee, but without a vote.

6.
There shall be at least three (3) meetings and preferably more of the Executive Committee each year.  Meetings of the Executive Committee may be called by the chairman at such places and times as he may deem advisable and shall be called if requested by at least two members of the Executive Committee.  In the absence of the chairman, the senior vice chairman shall preside; should neither be present, the senior Executive Committee member present shall preside.

7.
Three members of the Executive Committee shall constitute a quorum, but at least two of these members must be actually present and not represented by proxy.

8.
All actions of the Executive Committee shall be determined by a majority vote of those Executive Committee members voting.

9.
The Executive Committee shall appoint Associates to function as an advisory and working group to assist in the conduct of the Division’s activities.  The number appointed will be at the discretion of the Executive Committee.  All Associates shall be appointed for a period of one (1) year and will be eligible for reappointment.

10.
The Executive Committee shall appoint personnel to standing committees necessary for the conduct of the Division’s activities.  Ordinarily, members of the Executive Committee and/or Associates shall be appointed.  Appointment is for a period of one (1) year or until a successor has been appointed.  There is no bar to reappointment.

11.
The primary representative to the Energy Conversion Technical Group Operating Board will be the chairman of the Division.  The first alternate will be the senior vice chairman.

12.
Interim or “task force” committees shall be appointed by the Executive Committee as required and will be discharged upon completion of their mission.

13.
The Operations of the standing committees will be under the direction of two vice chairmen from the Executive Committee, one in charge of technical committees and the other in charge of other committees which have administrative functions.  The other two Executive Committee members will serve as assistant vice chairmen.

a.
Technical Program Committee
The Technical Program Committee shall consist of a vice chairman from the Executive Committee and as many subcommittees covering areas of technical specialization as the Executive Committee deems necessary.  They shall, subject to the approval of the Executive Committee, formulate plans for the technical program of the Internal Combustion Engine Division annual conference(s) and for participation in Society meetings and others as directed.  It shall be responsible for soliciting technical papers, reviewing all papers, coordinating these matters with the Society, and final programming.

b.
Transaction Review Committee
The basic review of each paper to meet ASME requirements for ordinary preprints is the responsibility of the Technical Program Committee.  However, in order to insure that papers of lasting value will be offered for publication in the Transactions, a special review is required.  For this purpose, a review chairman shall be appointed by the Executive Committee.  He will work with the Technical Program Committee to select and evaluate the papers suitable for publication in ASME transactions.  He will also assist the technical committees for their paper reviews on request.

c.
Honors and Awards Committee
The Honors and Awards Committee shall consist of a chairman and such additional members as the Executive Committee deems necessary.  The Committee shall function to produce recommendations concerning appropriate honors and awards to worthy recipients for approval of the Executive Committee and the ASME Honors Committee.  Upon approval, it shall take necessary action to complete the award.  It shall also instigate and follow through action in behalf of persons who may be deemed worthy and eligible to become Fellows and honorary members of the Society.


d.
Meetings Coordination Committee

The Meetings Coordination Committee shall consist of a chairman and such additional members, as the Executive Committee deems necessary.  The responsibility of this committee shall be to coordinate the work of all other committees with functions concerning the staging of the annual conference(s).  It shall also maintain close liaison with the host section and perform any additional functions concerned with the staging and operation of the annual conference not otherwise specifically allocated.

e.
Publicity Committee
The Publicity Committee shall consist of a chairman and such additional members as the Executive Committee appoints.  Its function shall be to advise and then prepare and arrange for dissemination of such publicity material as shall be directed by the Executive Committee.  The editor of the newsletter will be a member of the Publicity Committee.

f.
Publications Committee
The Publications Committee shall consist of a chairman and such additional members as the Executive Committee appoints.  It shall formulate plans and recommendations for Executive Committee approval concerning all Divisional  publication.  It shall also supervise editing and production, once policy has been established.

g.
Operating Guide Committee
The Operating Guide Committee shall consist of a chairman and such additional members as the Executive Committee appoints.  It shall prepare an operating guide detailing the operation of the Division and its activities for the approval of the Executive Committee and thereafter undertake to keep it current by incorporation of such changes as the Executive Committee may direct.

h.
Membership Committee
The Membership and Fellowship Committee shall consist of a chairman and such additional members as the Executive Committee shall appoint.  It shall be responsible for bringing persons into the Society who are interested in the work of the Division.

i. Exhibits Committee

The Exhibits Committee shall consist of a chairman and such additional members as deemed necessary by the Executive Committee. Once an annual conference location is selected and preliminary arrangements made, it shall be responsible for the planning and conduct of all phases concerning the exhibit.  It shall, in this activity, coordinate and work closely with the Society staff personnel concerned.

j.
Nominating Committee
The Nominating Committee shall consist of a chairman and such additional members as the Executive Committee shall appoint.  It shall nominate ASME members to the list of Associates of ICE.  Also, it shall annually nominate a candidate for the Executive Committee, who will be elected by the Executive Committee.  Also, it shall periodically review the rolls of Associates to confirm their continued participation in ICE activities.

k.
Student Activities Committee
The Student Activities Committee shall consist of a chairman and such additional members as the Executive Committee shall appoint.  It shall seek and encourage participation of engineering students in the activities of the Division.

C.
Duties:

Duties of officers and committee chairmen are to be as specified in the Professional Divisions Manual, MS-11, and stated herein.

D.
Amendments:

1.
These Bylaws may be amended by an approving vote of four members of the Executive Committee present at an official meeting of the Executive Committee, provided that a draft of the proposed Bylaws or amendment to a Bylaw has been submitted to each member of the Executive Committee at least 30 days prior to the meeting at which action is taken.

2.
Amendments shall be subject to the approval of the Energy Conversion Technical Group Operating Board.

APPENDIX B

EXAMPLE OF HOTEL ARRANGEMENTS, CONFERENCE BUDGET

and CONTRACT
ASME ’94 FALL TECHNICAL CONFERENCE AGENDA

HOSTED BY CATERPILLAR INC.

LAFAYETTE, INDIANA

OCT 1-5, 1994
SAT OCT. 1, 1994
2-5PM

EXECUTIVE COMMITTEE MTG.

APPROX. 30 PEOPLE

SCREEN & OVERHEAD PROJECTOR

LINENS, ICE WATER & GLASSES ON THE TABLES.

TABLES SET IN A “U” SHAPE

SUN OCT. 2, 1994
9AM-12PM
EXECUTIVE COMMITTEE MEETING
APPROX. 20 PEOPLE

SCREEN & OVERHEAD PROJECTOR

LINENS, ICE WATER, & GLASSES ON THE TABLES

COFFEE & ROLLS

“U” SHAPE TABLE CONFIGURATION

12PM-1PM
LUNCH




APPROX. 20 PEOPLE

SERVED IN CONFERENCE ROOM

BUFFET STYLE

1-3PM

ADMINISTRATIVE COMMITTEE

APPROX. 20 PEOPLE

LINENS, ICE WATER & GLASSES ON THE TABLE

“U” SHAPE TABLE CONFIGURATION

1-3PM

TECHNICAL PROGRAM COMMITTEE
APPROX. 30 PEOPLE

LINENS, ICE WATER & GLASSES ON THE TABLES

“U” SHAPE TABLE CONFIGURATION

SCREEN & OVERHEAD PROJECTOR

3-5PM

ASSOCIATES MEETING


APPROX. 75 PEOPLE

LINENS, ICE WATER & GLASSES ON THE TABLES

“U” SHAPE TABLE CONFIGURATION

SCREEN & OVERHEAD PROJECTOR

3PM 

REGISTRATION AREA - SET UP COMPLETE

2-8' SKIRTED & DRAPED TABLES

W/ 6 CHAIRS IN LOBBY AREA

ELECTRICAL POWER AVAILABLE FOR GUEST COMPUTERS

PHONE HOOK UP AT REGISTRATION DESK

WASTEBASKET

MESSAGE BOARD NEAR REGISTRATION TABLES

OFF HOURS SECURE STORAGE FOR COMPUTERS AND REGISTRATION

MATERIAL

4-6PM

EARLYBIRD RECEPTION

APPROX. 100 PEOPLE

(LARGE OPEN AREA W/ ROOM TO MINGLE)

CASH BAR

RELISH TRAY & BOWLS OF DIP

CHIPS & PEANUTS

(REPLENISH ONLY IF REQUESTED)

MON. OCT. 3, 1994
7AM-9AM
CONTINENTAL BREAKFAST
APPROX. 100 PEOPLE

2-8" SKIRTED TABLES

COFFEE (REG & DECAF) CREAM & SWEETENERS

ROLLS & MUFFINS

ASSORTED JUICES

HOT TEA

7:30-8:30 AM

AUTHORS BRIEFING
SKIRTED TABLES FOR 4 GROUPS

SCREEN AND OVERHEAD PROJECTOR

35MM SLIDE PROJECTOR

8-9AM SPOUSES 
CONTINENTAL BREAKFAST
APPROX. 20 PEOPLE

SEPARATE ROOM FOR SPOUSES IS DESIRABLE TO ALLOW CONTINUED

USE AS A SPOUSE HOSPITALITY ROOM

SAME MANEUVER AS 7AM CONTINENTAL BREAKFAST

ASSORTED FRUIT

9AM-5PM

SPOUSES HOSPITALITY
CLEANUP AFTER CONTINENTAL BREAKFAST

ROOM AVAILABLE FOR ALL DAY HOSPITALITY

(DESIRABLE TO LOCATE NEAR REGISTRATION TABLE)

9AM-12PM

TECHNICAL SESSION

APPROX. 150 PEOPLE

ROOM SET THEATER STYLE

SKIRTED TABLE & 3 CHAIRS - FRONT SIDE

10x10 SCREEN - FRONT CENTER

LIGHTED PODIUM - FRONT/SIDE (OPPOSITE TABLE)

35MM SLIDE PROJECTOR

OVERHEAD PROJECTOR

REGULAR MIC ON PODIUM

CORDLESS MIC (OR MIC ON LONG CORD)

LIGHTED PODIUM

ICE WATER STATION IN REAR OF ROOM & FRONT TABLES

10AM


BREAK



APPROX. 150 PEOPLE

REPLENISH COFFEE

LEAVE LEFTOVER ROLLS & JUICES FROM BREAKFAST

10:15-12PM

TECHNICAL SESSION CONTINUES
SAME AS ORIGINAL SETUP

TECHNICAL PROGRAM DETAILS ARE TO PRELIMINARY TO FINALIZE THIS EARLY.

IT MAY BE NECESSARY TO RUN CONCURRENT TECHNICAL PROGRAMS AT SOME TIMES.  IF THIS OCCURS A SECOND ROOM WITH A SIMILAR SETUP WILL BE NECESSARY WITH APPROXIMATELY 75 PEOPLE CAPACITY.

12PM-1:30PM
LUNCH

(WILL GIVE TOTAL COUNT ON 








FRIDAY SEPT. 30 EXPECTED TO BE 







APPROX. 125 PEOPLE)

WILL NEED SOME PROVISIONS FOR SOME VEGETARIAN LUNCHES. 

(WILL INFORM OF COUNT EARLY AM)

COMMON MAIN LUNCH MENU PROPOSED & QUOTED BY FACILITY

TECHNICAL SESSION (S) CONTINUES
3PM

BREAK
COFFEE (REG & DECAF)

ASSORTED SODAS

3:15-5PM
TECHNICAL SESSIONS (S) CONTINUE
6PM

GROUP BOARDS BUSES FOR TOUR & DINNER & PURDUE
TUESDAY, OCT. 4, 1994
7AM-5PM
REGISTRATION
(SAME SET)

7AM-9AM
CONTINENTAL BREAKFAST

APPROX. 125 PEOPLE

(SAME AS PREVIOUS DAY)

8AM-9AM
SPOUSES CONTINENTAL BREAKFAST
APPROX. 20 PEOPLE

(SAME AS PREVIOUS DAY)

7:30-8:30AM
AUTHOR’S BRIEFING


APPROX. 20 PEOPLE

(SAME AS PREVIOUS DAY)

9AM-5PM
SPOUSE’S HOSPITALITY
(SAME AS PREVIOUS DAY)

9AM-12PM
TECHNICAL SESSION (S)


APPROX 150 PEOPLE

(SAME AS PREVIOUS DAY)

10AM

BREAK
(SAME AS PREVIOUS DAY)

12-1:30PM
LUNCH



(WILL GIVE COUNT MONDAY 








OCT. 3, 1994) (EXPECT        








APPROX. 100 PEOPLE)

SAME SETUP AS PREVIOUS DAY

1:30-5PM
TECHNICAL SESSION(S) CONTINUE
(SAME SET UP)

3-3:15PM
BREAK
(SAME SET UP)

3:15-5PM
TECHNICAL SESSION(S) CONTINUE
6:30-7:30PM
RECEPTION




APPROX. 125 PEOPLE

CASH BAR

SKIRTED HORS D’OEUVRE TABLE IN ROOM

HORS D’OEUVRE

RELISH TRAY

PEANUTS

CHIP & DIP, ETC

7:30-10PM
BANQUET



(APPROX. 100 PEOPLE EXACT 








COUNT TUES AM OCT. 4 1994)

ROUND COVERED TABLES OF EIGHT


MENU TO BE PROPOSED & QUOTED BY FACILITY

PROVISIONS FOR VEGETARIAN MEALS (COUNT TUES OCT. 4 A.M.)

WEDNESDAY, OCT. 5, 1994
7:30-9AM
CONTINENTAL BREAKFAST

APPROX. 100 PEOPLE

(SAME SETUP & MENU AS PREVIOUS DAYS

NO SPOUSE SEPARATE OR HOSPITALITY ROOM

9AM

BOARD BUSES FOR TRANSFER TO
APPROX. 100 PEOPLE

CATERPILLAR LARGE ENGINE CENTER

9:30-10AM
WELCOME TO CATERPILLAR - M.A. FLEXENHAR,

GENERAL MANAGER    (CAT VISITOR CENTER OR CAFETERIA 






DEPENDING ON GROUP SIZE)

10AM-12PM
TOUR CAT LEC - GROUPS OF 15-20

(SAFETY GLASSES REQUIRED & PROVIDED)

12-12:45PM
LUNCH
AT CATERPILLAR
(CAFETERIA)

1PM

CONVENTION ADJOURNS
1PM

BUSES RETURN
TO HOTEL

1:20PM
BUSES DEPARTS FOR INDIANAPOLIS AIRPORT
APPENDIX C

The

ASME-ICED

SESSION

ORGANIZER’S

KIT

Guide to Organizing

and Conducting an

ASME-ICED

Conference Session
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List of ASME-ICED Paper Review Volunteers

FORMS

OFFER OF A TECHNICAL PAPER (M&P 1903) (green)

Review Form (M&P 1257)

ASME Publication Authorization Form (M&P 1258)

Paper Uniqueness Form

INTRODUCTION

The Internal Combustion Engine Division (ICED) of ASME International organizes two technical conferences per year.  These conferences are usually located near, and hosted by, a company, organization or university with specific interests in the field of internal combustion engines.  The ASME-ICED Executive Committee, Conference Technical Programs Chairman and host will arrange most of the conference details, but it is the session organizers that really make the conference a success by soliciting papers and ensuring the final manuscripts meet the high standards of ASME.  Simply put, without the session organizers, there would be no conference. 

This ASME-ICED session organizer’s kit contains general information and guidelines towards defining the steps necessary to successfully organize a technical session of an ASME-ICED conference.  Specifically, it –

· provides guidelines for soliciting papers and tracking their progress through the peer-review process

· defines the necessary steps in producing a paper from its initial abstract to the final camera ready form

· provides reference tools for assistance in corresponding with authors and reviewers

· includes all required forms

· provides guidelines for conducting your session

While organizing a technical session demands considerable administrative effort, most session organizers find the experience very rewarding.  The technical information gathered, the new contacts generated, the industry recognition, the contribution to a unique and highly valued cause, and the social experience of meeting some of the most highly respected leaders in the industry all combine for a truly enjoyable and satisfying experience.  If you should have any questions regarding this effort or the guidelines below, please do not hesitate to contact the Conference Technical Programs Chairman.

The Internal Combustion Engine Division of ASME thanks you for volunteering for this effort and hopes you gain as much from this experience as the conference attendees.  

REFERENCE INFORMATION

Most of the forms and information necessary to organize a session are included in this kit.  However, if for some reason you do not have the necessary forms or documents, most of the forms and information you will need can be found on the ASME web site (www.ASME.org/pubs/authors/forms) or from the Conference Technical Programs Chairman.  

Another useful tool available on the ASME web site is the digital paper template.  These templates are pre-formatted files that can be downloaded and used to enter text and digital images.  These templates can greatly facilitate the authors in preparing their papers.  Templates are available in Word, WordPerfect, Framemaker and LaTex formats.  The templates can be found at www.asme.org/pubs/template_blurb.html.

SOLICITING PAPERS

Most of the work of an organizer involves the process of securing high quality papers for a full technical session. A full session consists of 4 to 5 papers.  Since a few papers typically drop out during the preparation and approval process, the organizer should try to obtain 6 to 8 offers.  A few papers will surface from ASME advertising and call for papers, but the majority must be identified through personal contacts.  It is recommended that you compile a list of potential authors for your general technical field.  You may want to call, fax, mail or e-mail a standard letter asking them to consider writing and presenting a technical paper.  A sample letter is enclosed as “Example A” to provide an idea as to how to format such a letter.  You should also include a copy of the general call for papers.  A copy of the call for papers may be obtained from the ASME-ICED web site or from the Conference Technical Programs Chairman.

THE ABSTRACT AND REQUIRED FORMS

When prospective authors are identified, the first thing you need to do is obtain (1) an abstract of the paper, (2) a completed “OFFER OF A TECHNICAL PAPER” form (ASME form M&P 1903, commonly referred to as the “Green Sheet” as it is printed on green paper) and (3) a completed “PAPER UNIQUENESS” form.  ALL AUTHORS NEED TO SIGN THE M&P 1903 form before ASME will publish their paper (for copyright reasons).  Once received, you should forward copies of these three documents to the Technical Programs Chairman.  If the authors have not submitted any of these three documents, you should send them a letter, fax or e-mail, with the M&P 1903 and/or PAPER UNIQUENESS forms attached, requesting that they return the forms as soon as possible.  Copies of both forms are attached.

TRACKING PAPERS AND REVIEWERS

If you are successful in securing numerous paper offers, keeping track of all the forms, reviews submittals and manuscript submissions can be a challenge.  To assist with this process, a paper tracking form is enclosed (pages 12 and 13).  This form is intended to provide a single succinct document by which the status of all activities associated with organizing a session can be easily tracked and reviewed.  This form is also available electronically from the Technical Programs Chairman in an Excel format.

OBTAINING THE DRAFT MANUSCRIPT

Your next task is to get the authors to furnish you with a DRAFT MANUSCRIPT.  For some reason this seems to be the greatest challenge involved with organizing a session.  Your best chance for success is to stay in close contact with your authors.  Start by having ASME headquarters send AUTHOR’S KITS to the lead authors.  This can be accomplished by contacting Barbara Signorelli, Technical Publishing, at (212) 705-7779 or signorellib@asme.org.  The AUTHOR’S KIT contains general information and guidelines for the preparation and publication of an ASME paper.  If you are not familiar with this document, you should obtain a copy and review it yourself as it contains answers to a lot of questions that authors tend to ask.  You should then follow this effort with a short letter to the authors indicating that the AUTHOR’S KIT is being sent to them and that they should contact you if they have not received it within the next two weeks.  This would also be a good time to remind them of the three critical dates: 1) the date by which the abstract, M&P 1903 and PAPER UNIQUENESS forms are required; 2) the date by which the draft manuscript must be received; and 3) the date by which the camera ready papers are required (Note - this date usually very firm with little flexibility).  A sample letter to this effect is enclosed as “Example B”.

PEER REVIEW OF MANUSCRIPTS

Once the draft manuscripts are received, you need to secure at least three reviews for each paper.  Reviews are completed using ASME for M&P 1257.  The Technical Programs Chairman will send these forms to you, but additional forms are available on the ASME web site (www.ASME.org/pubs/authors/forms).  Reviewers may be identified via the ASME-ICED Associates directory, from your company or organization, or from any of your personal contacts (a current list of ASME-ICED Associates and their contact information may be obtained by contacting the Technical Programs Chairman).  A list of ASME paper review volunteers is also maintained by the ICED division and may also be obtained from the Technical Programs Chairman.  Use as many different reviewers as possible so as not to overburden any one individual.  Please contact prospective reviewers before sending them draft manuscripts to ensure 1) there willingness to perform this service, 2) that they have the appropriate expertise in the specific field addressed in the potential paper, and 3) so they know to expect the manuscript in the near future and can quickly return it.  Make sure that you indicate the date by which the reviewer needs to return the manuscript to you.  This date should be entered on page 2 of the M&P 1257 form, along with your return information.  Include your email address in the return information, as this is usually the most convenient way for reviewers to correspond with you. Please instruct the reviewers to mark up the draft manuscript towards assisting the author in creating the highest quality paper possible.  This may include spelling and grammatical corrections, paper layout suggestions, need for references, technical corrections, etc.  Also advise reviewers that their identities will remain anonymous to the authors.  A sample letter to the reviewers is enclosed as “Example C”.

Once reviewer comments have been returned to you, make two (2) copies of the comments.  One copy is to be sent to the author (with the reviewer’s identification masked as indicated below) for consideration in his final manuscript.  The other copy is to be kept by the session organizer for two years.  The original reviewer comments should be sent to Dennis Assanis, Associate Editor of the ASME Journal of Engineering for Gas Turbines and Power (University of Michigan, Dept. of Mechanical Engineering/Applied Mechanics, 2045 W. E. Lay Automotive Laboratory, Ann Arbor, MI 48109-2121), where they will maintained on file in a central repository.

SUBMITTAL OF FINAL PAPER
Using the 3 reviews and your own judgement, decide if the paper is of acceptable quality for ASME publication.  If yes, send the reviewer comments anonymously (i.e., send copies of the review forms with the reviewer name blanked out) to the authors for their preparation of the final manuscript.  They should incorporate the reviewer’s suggestions if appropriate and return the final manuscript to you.  Once you are satisfied with the final product, complete form M&P 1258, AUTHORIZATION FOR ASME PUBLICATION (enclosed), and forward it, along with the final camera ready manuscript, to the conference chairman.  

PAPER REJECTIONS

If the paper is rejected, send a note to the authors thanking them for their efforts. While this situation rarely occurs, it can be a sensitive and difficult task, recognizing that the authors have invested considerable time and effort in preparing the draft paper.  There are many reason why papers fail to meet the quality standards expected by the reviewers and session organizers, most of which are outlined in the M&P 1257 form.  You should explain the most significant reasons why the paper is being rejected and indicate that, if these discrepancies are corrected, the author is welcome to re-submit the manuscript for inclusion at a future conference.  A sample rejection letter is enclosed as “Example D”.

CONFERENCE INFORMATION FOR AUTHORS

Your need to keep your authors aware of any scheduling changes for their papers.  Often, last minute changes are required to evenly distribute the number of papers in each session, or to accommodate gaps in sessions due to loss of papers.  You should also check to see if the authors will have any special needs for their presentation and what format they will be using.  Typically, the conference will provide a computer projector and overhead projector in each session.  Slide projectors are considered a “special need”.  Any other special needs should be identified early and passed on to the Technical Programs Chairman.  If they are using Power Point, they must bring their own laptop, and you should recommend that they bring back up media such as overheads.  

Make sure your authors have registered for the meeting and know where to stay.  Advanced registration is strongly recommended.  All authors are required to pay the conference registration fee.

Also make sure the Technical Programs Chairman is made aware if authors decide they can not attend or if papers have been rejected.  A preliminary program will be sent out 2 months before the conference.  Please review this program closely to insure accuracy listing of your session’s papers and author spellings.  Any necessary revisions should be forwarded to the Technical Programs Chairman as soon as possible.

CONDUCTING THE SESSION

As the session organizer, you will be responsible for briefing the authors on the day of the conference and conducting the session.  A Session Organizers Meeting will be conducted at the conference site the before the conference starts.  If possible, you should plan to attend this meeting as last minute details and location for author briefings will be discussed.

Author briefings will be conducted in the morning of their session and are the time for them to check out the projection system, slides, compatibility of their system with projectors, etc.  A room with projection equipment will be available for this purpose.  You may also want to prepare a few introductory comments welcoming the audience and outlining the format in which the session will be conducted. You should obtain a short bibliography from each presenter and use this to introduce him or her just before their presentation.

You may be asked to make a few administrative announcements at the beginning of the session.  You will also be asked to describe the “PAPER PRESENTATION RATING” process and collect the rating forms at the end of the session.  This process will be described to you in greater detail the day of the conference.

One very important task of the session organizer is to make sure that the presentations begin and end on time.  Since two or more sessions are generally conducted concurrently, attendees often move from one session to another to hear presentations of particular interest.  If presentations are started ahead of schedule, attendees will be coming into the session late, disturbing others who are trying to concentrate on the presentation.  If the presentations run later than scheduled, participants will be leaving your session to attend other sessions late, thus disturbing other session attendees and missing portions of the presentation they were interested in.  It is, therefore, very important to stay on time.

Each presentation is scheduled for 30 minutes.  One to three minutes should be allotted for changing of presenters and preparation of audio and video equipment.  Approximately 20 to 25 minutes should be allotted for the presentation, with the remaining time allotted for questions (2 to 9 minutes).  The question and answer period should be used to keep the session on schedule.  If the presentation was long, the Q&A period will necessarily be short.

Session organizers are also asked to select the paper with the most valuable technical contribution to the Society from their session.  After deciding which of the papers in your session deserve consideration for this honor you may inform the Technical Awards Committee Chairman at the conference, or via later correspondence.  

AFTER THE CONFERENCE - FOLLOW UP

After the conference, a letter should be sent to your authors thanking them for attending the conference and for producing the paper.  This is a simple but often overlooked task.  However, it is an important task as it reflects the professionalism of both ASME and you.  Additionally, it encourages future participation by the authors.

One or two of the best papers from each session should also be sent to Dennis Assanis, Associate Editor of the ASME Journal of Engineering for Gas Turbines and Power (University of Michigan, Dept. of Mechanical Engineering/Applied Mechanics, 2045 W. E. Lay Automotive Laboratory, Ann Arbor, MI 48109-2121), for consideration of inclusion into the Journal.  

It is also ASME policy that session organizers maintain reviewer comments for two years following the conference.  After two years, the comments may be discarded.

And once again, please remember to advise the Technical Awards Committee Chairman of you recommendation for the paper with the most valuable contribution to the Society from you session.

THANK YOU

Thank you for agreeing to serve as a technical session organizer.  While this task can be challenging, most organizers conclude the experience to be very rewarding due to contact with the people involved, the contribution to a common good cause and the invaluable connections made in the process.  If you need assistance at any time, please do not hesitate to contact the Technical Programs Chairman.

Example A

Paper Request Letter

To:  “Potential Author”

          Address

From:  “Session Organizer Name”, Technical Session Organizer – “Session Title”

Subject:  ASME – INTERNAL COMBUSTION ENGINE DIVISION, 2001 FALL TECHNICAL CONFERENCE, SEPTEMBER 24-27, 2001, CHICAGO, IL

CALL FOR PAPERS

Session Topic

“SESSION TITLE”

This year’s ASME, Internal Combustion Engine Division (ICED) Fall Technical Conference will be hosted by “XYZ Company”.  The conference will be held at the “ABC Hotel” in “City, ST”.

As a recognized leader in the internal combustion engine industry, you are invited to prepare a written paper and present it at the subject conference.  The specific topic which this invitation is campaigning for is “Session Title”, however, any offers pertaining to the list of topics below would be welcomed.

Session Topics

Topic A

Topic B

Etc

Your participation in the “Session Title” session would be a valuable contribution to the ICE Division, the engine industry and the engineering profession in general.  If you have ever participated in an ICE Technical Conference, you know what a rewarding experience it can be.  If you haven’t, now is your opportunity.  Each paper will be published in the Sessions’ Proceedings, which is a bound collection of all the papers presented at the conference.  Individual copies may be obtained separately.  

If you, or any of your associates, are interested in submitting a paper, please fill out the enclosed ASME form M&P 1903, and return to me, along with a short abstract, at the address listed below.  These forms need to be returned no later than ___”Date”___.  Upon receipt of these forms I will send you a complete set of instructions covering the details of preparing a manuscript draft and camera ready paper, which are not required until __”Date”____and ____”Date”___, respectively.

If you have any questions, please feel free to contact me, or “Co-Organizer Name”, the session co-organizer.

John Doe




Co-Organizer Name

My Company Name



Co-Organizer Company Name

My Company Address



Co-Organizer Company Address

My Phone




Co-Organizer Phone

My Fax





Co-Organizer Fax

My Email




Co-Organizer Email

Thank you and best regards,

John Doe

Session Organizer

Example B

Manuscript Request Letter

Dear “Prospective Author”:

Thank you for offering to present an ASME paper at the 2001 ASME Fall Technical Conference, to be held at the XXXConfernce LocationXXX, October 2-5.  If you have presented an ASME paper in the past, you are already aware of the personal gratification associated with sharing your knowledge and experience with the fellow leaders in your field of expertise.  If you are a first time presenter, we will do everything we can to make this experience as easy and rewarding as possible.

To facilitate planning and scheduling activities for the conference, you should send an abstract of your paper, along with a completed “OFFER OF A TECHNICAL PAPER” form (M&P 1903) to my attention at the address listed below as soon as possible.  Please note that this form must be received by ASME headquarters, signed by all authors, before the manuscript can be accepted for publication.

Your should also be aware of the following important dates:


Deadline for submission of abstract and M&P 1903


Deadline for submission of draft manuscript


Deadline for submission of final camera ready paper

Submission of the draft manuscript as soon as possible is critical, as it must be distributed for review by at least three industry peers.  Early submission of this draft ensures adequate time to make inevitable corrections and revisions so that publication of the paper in the conference proceedings can be guaranteed.  Late submission of the draft or final paper risks insufficient time for publication.

ASME’s policy of peer review is a very important and significant feature, which sets ASME apart from other professional societies and ensures the highest quality possible in technical publications.

I have asked ASME headquarters to forward an AUTHOR’S KIT to your attention.  This kit contains general information, guidelines and specifications, applicable tools and necessary forms to assist you in writing, preparing and submitting your paper.  If you do not receive this kit within the next two weeks, please contact me.

Once again, I thank you for your interest in participating in the upcoming conference and I look forward to working with you.  If I can be of any assistance, please do not hesitate to contact me.

Sincerely Yours,

John Doe

1234 My Address Blvd.

My City, MS myzip

Phone

Fax

Email

Example C

Reviewer Letter

Dear “Reviewers Name”

I want to first of all thank you for volunteering to review this potential ASME paper.  The ASME peer review policy is a very important and significant practice, which sets ASME apart from other professional organizations and ensures the highest quality possible in technical publications.  You have been asked to review this paper due to your recognized expertise in the subject matter presented.

Along with the enclosed paper is an ASME Paper Review Form (M&P 1257).  This form contains the guidelines and instructions to be used in reviewing the paper.  Page two contains a paper profile section, which you should fill out after reviewing the paper.  I have filled out the top and bottom section of page two, but you should date and sign the lower section before returning it to me.  Please note that this review will be held totally anonymous to everyone but myself.  It will be forwarded to the author with your name blanked out. 

The backside of the form contains space for your suggestions towards improving the quality of the paper.  This section is broken down into two categories:

1) Those remarks which would improve the quality of the paper but are not essential for publication, and

2) Changes which should be made before publication.

You should also feel free to mark spelling, grammatical and technical errors in the body of the paper, along with suggestions as to additional or lesser discussion in specific areas.  Also make sure that all figures are clearly identified and all equations and values are expressed in SI units (the additions of US units is optional).

Finally, please make every effort to return your review to me as soon as possible as the author will need to implement your suggestions and complete the final draft.  I would appreciate it if you could return your review no latter than ___________. (in bold)

Once again, I thank you for your contribution to this worthy cause and I hope to see you at the conference.

Sincerely yours,

John Q Organizer

XYZ Company

OU81 Sandwich Lane

My City, MS MYZIP

Phone

Fax

Email

Example D

Rejection Letter

Dear “Authors Name”:

I want to thank you for submitting your draft manuscript titled “____________________________  ______________________________” to ASME for the 2001 Fall Technical Conference.  ASME recognizes that you and your fellow authors have expended considerable time and effort in the preparation of this document.  It is for this reason I am sorry to inform you that ASME can not accept this manuscript for the upcoming conference due to ….

- The following is an example reason -

… the lack of original material present.  Peer reviews have identified previously published material, which makes this work impossible to publish due to potential copyright infringements.  Due to the need for significant restructuring of the manuscript to meet ASME guidelines, we do not feel that it can be published at this time.  However, ASME does welcome and encourage submission of this paper for a future conference with appropriate revision.

If you have questions, or wish to discuss this matter in greater detail, please feel free to contact me.

Sincerely yours,

John Q Organizer

XYZ Company

OU81 Sandwich Lane

My City, MS MYZIP

Phone

Fax

Email
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OFFER OF A TECHNICAL PAPER ASME International

212-591-7779 + FAX 212-591-7292 « E-Mail: signorellib@asme.org The American Society of Mechanical Enginecrs
Three Park Avenue « New York, NY :10016-56990

IMPORTANT: Papers will not be published unless this Form is signed by all authors
and returned with the paper. No proxies allowed (original author signatures only).

TITLE OF PAPER -

AUTHOR(s),

PAPER OFFERED FOR PRESENTATION AT (conference name)

Publication of this proceedings paper implies-that you or-a co-author will register and pay appropriate fees for and be in attendance
at the 'stated conference to present your paper. '

In accordance with ASME policy, outlined on the reverse side of this sheet, | certify that to the best of my knowledge-this paper will represent:

[ The first publication of original material or - [d An original compilation of information from a number of sources as specifically
noted by footnotes and/or bibliography

In submitting a finished manuscript for publication, | attest that the sole author(s) will be the individual(s) whose name(s) will- appear on
the title page, with the possible exception of editorial or research assistance, and agree to pay.any page charges (see over).

{ am offering this paper to The American Society.of Mechanical Engineers in accordance with the statements set forth on both sides of
this form. This form, signed by all the authors, must be received at ASME Headquarters before the:manuscript can be accepted for
publication. :

[ also grant and assign exclusively to The American. Society of Mechanical Engineers for its use any and all rights of whatsoever
kind or nature now or hereaftér protected by the Copyright Laws (common and statutory) of the United States' and all foreign
countries in all languages in and to theé above named article, including all subsidiary rights.

[ This paper was produced in the course of my employment by the U.S. Government and has been cleared for public release through
public affairs channels.

CORRESPONDING AUTHOR
Name Signature Date

City State Zip Code

Phone Fax E-mail

CO-AUTHORS
Name . Signature Date

Street Address

.City State Zip Code -_

Phone : : Fax E:mail

Name . Signature Date

Street Address
City State Zip Code

Phone Fax E-mail

Name Signature Date
Strret Address
City State Zip Code

Phone Fax E-mail
(M&P-1903-10/84:7/90;4/95;1/97; 9/97; 7/98; 2/00; 12/00; 7/01)

5




[image: image2.png]FACTS YOU SHOULD KNOW

REVIEW AND ACCEPTANCE: It is the policy of The American Society of Mechanical Engineers to accept for
publication only original contributions to the engineering literature. In most cases, this means that a paper
should incorporate substantial new information not previously published. Under certain circumstances, reviews
or collations or analyses of information previously published in scattered form may be acceptable. To aid the
committee that will review your paper, please complete items on the reverse side of this sheet. Material which is
not original must be noted by footnotes and/or bibliography.

Receipt of a manuscript by a review committee does not constitute acceptance for presentation and publica-
tion by the Society. All manuscripts and author-prepared mats accepted are subject to editing and become the
property of the Society. Additional details on the procedure followed in preparation of an ASME paper are
presented in the ASME manual MS-4, “An ASME Paper.”

APPROVALS AND CLEARANCE: it is the author’s responsibility to secure such company approvals as may be
required. Government clearance on Ciassified material should be obtained where necessary. If approvals or
clearances are involved, the original manuscript should note that these have been obtained. Material not ap-
proved should be omitted from the manuscnpt

AUTHORS: it is ASME policy that all those who have participated significantly in the technical aspects of an
ASME paper should be recognized as co-authors or cited in the acknowledgments. .

'DUE DATES FOR MANUSCRIPTS: The manuscript of the paper must be submitted, if solicited, to the Division,
Group, or Committee sponsoring the paper at least five months prior to the meeting at which it is to be
presented. Unsolicited papers must be submitted to the Editorial Department at least seven months prior to the
meeting for which it is being offered for presentation. This period is the minimum time in which the paper can be
reviewed, revised, recommended for presentation and pubtication, edited, styled, pnnted sent to dlscussers,
and be made available at the meeting.

USE OF SI UNITS (METRIFICATION): “As of July 1, 1974, Sl units (in addition to any other units) will be required
in ASME papers and in revised, reaffirmed, and new engineering standards.” The foregoing resolution, as
recommended by the Metric Study Committee and the Council on Codes and Standards, was voted on and ap-
proved by the ASME Council at the 1973 Summer Annual Meeting.

LENGTH: The text of an ASME Transactions paper should not exceed 6000 words or six Journal pages An -
author-prepared pamphist paper should not exceed eight pages (eight mats).

EXCESS-PAGE CHARGES: Transactions papers: A mandatory page charge of $200 for each page over six will be
assessed. Author-prepared pamphlet papers: May not exceed sixteen pages. A mandatory page charge of $50
per page for each page over eight will be assessed. (Papers scheduled for Bound Volumes are not subject to
page charges.)

VOLUNTARY PAGE CHARGES: The purpose of the Society is to disseminate technical information of perma-
nent interest resulting in the publication of a series of Transactions quarterlies. These quarterlies are deposited,
free of charge, in selected libraries throughout the world. Papers of permanent interest having been selected for
publication in the ASME Transactions are subject to a Voluntary Page Charge of $75.00 per page for the first six
pages, which will be invoiced, through the author to the author's company, institution; or agency at the time
page proofs are submitted to the author. Publication is not dependent upon the payment of the Voluntary Page
Charge. Payment of this charge entitles you to 100 free reprints plus a reduced rate for additional copies ordered
in lots of 100.

AUTHOR’S EXPENSES: The Society does not pay the expenses incurréd by authors in connection with the
preparation of papers and attendance at meetings to present them, or remuneranon to authors for papers
published by the Society.

PUBLICATION BY OTHERS: The policy of the Society is “to give papers read before it the widest publicity.”
Hence, the Society welcomes publication by others of its technical papers after they have been presented at a
meeting of the Society or have been published in MECHANICAL ENGINEERING, the TRANSACTIONS, or Bound
Volumes. Special permission for such use, either in whole or in part, is not required, provided full credit is given
to the Society, the Society’s publications, and the authors. To this end, authors may provide advance copies of
their papers to others, with the understanding that publication wili be in accordance with this policy. The
Society’s purpose in copyrighting its publications is not to prohibit publication of its papers by others, but to
control, when necessary, abuses of the privilege.

SOCIETY RESPONSIBILITY: Statements and opinions advanced in papers are to be understood as individual ex-
pressions of their authors and not those of the Society.





ASME International

The American Societ y of Mechanical Engineers

Three Park Avenue

New York, NY 100 16-5 990
Dear Reviewer,

It is the intent of the ASME Publications Committee to present and publish technical papers of high quality. To achieve this end, thorough and critical reviews are being requested from you and others who are competent and knowledgeable.

The Papers Review Committee requests your assistance in evaluating the enclosed manuscript. Your opinions will be held in confidence, and your efforts will contribute greatly toward maintaining the high quality required of ASME Technical Division papers. If you cannot review this paper by the date indicated on page 3, please re-turn it to me immediately.

Papers Review Chairman

THE REVIEW PROCESS

Prior to presentation all papers for national ASME meetings and division conferences should be reviewed by competent specialists selected by the program-making agencies. The purpose of review is to determine whether a paper is acceptable for publication, needs revision, or should be rejected.  Recommendations must be supported by specific and critical comments. Reviewing is a confidential process involving only the reviewer, program-making agency, and the editorial department.

Papers recommended for PAMPHLET or BOUND VOLUME publication should be of high quality and of current technical interest.

Papers recommended for publication in the ASME TRANSACTIONS JOURNALS must be of high quality and have permanent interest value.

If rejection is recommended, keep in mind that you should state reasons in a professionally appropriate manner.

REVIEWING TECHNICAL PAPERS

Reviewing technical papers is an intellectual process that includes both subjective and objective elements. The reviewer must eliminate any personal bias toward the author or the subject matter. At the same time, the paper must be evaluated in terms of the reviewer’s own experience in and knowledge of a specialized technical field. This involves more than checking a list of possible impressions, for the reviewer will almost always have some reactions that

cannot be anticipated in a formal review form.

This Review Form has been designed to enable the reviewer to evaluate the merits of the paper and fit the evaluation into recommendations conforming with ASME practices of technical paper presentation and publication.

DEFINITIONS RELATING TO PUBLICATION

Prior publication refers to the reproduction and distribution of a paper in a manner such that it has been made available to the engineering profession and can be obtained in the normal process of a literature search.

An acceptable technical paper is one that is technically sound, free from personalities and bias (especially of a commercial nature), one in which the author supplies information never before published in a form readily available to the public, or adds a new concept or development to existing technical knowledge. The definition should be construed to include comprehensive reviews to past and present engineering practice.

Unacceptable technical papers are those having an obvious sales approach to technical problems, those based upon fallacious or dubious engineering

analysis, and those whose approach is superficially descriptive of widely accepted engineering practice.

A review paper is one in which an author surveys a specific subject or technical area and brings together relevant published information in such a manner that the reader may readily become familiar with the state of the art at the time the review was prepared. Alternately, such a paper may present information from unfamiliar fields of science and from other engineering specialties.

A review must relate itself through bibliographical references to pertinent technical literature.

DEFINITIONS OF CHARACTERISTICS TO BE EVALUATED

Originality is a measure of the creativity or inventiveness of the author. That which has never before been accomplished is obviously original. In the re-view process, however, originality must be interpreted not only in the sense of a new physical creation, but must include such items as new concepts, techniques, or methods. It describes the work of one whose creativity has given rise to a new concept; it is applicable to the analyst who through the generation of new analytical techniques or through an unusual application of classical techniques, obtains solutions to engineering problems: it describes the inventiveness of an experimentalist in the design, construction, and use of novel and unique equipment to obtain data not previously available.  Originality then, is an attribute of the author’s work that is earned by the specific contribution to the appropriate field. Originality is a standard by which the author’s work will be known. The measure of originality of the reported work will be determined by the reviewer and will be based on what is known of past and current developments in the specific field.

The significance of the reported work may be difficult to appraise. What is considered to be of little significance today may be very significant in future years. As we read a manuscript, however, either consciously or unconsciously, we do measure the significance of the material. This evaluation, either subtle or planned, is made in the light of what we know about the subject matter. It is normal to ask the questions, “Why was this work done?’’ and “What is the significance of the work as it relates to a particular technical field?’’ The reviewer is held to be an expert — it is the reviewer’s responsibility to make a subjective evaluation of the importance or worth of the reported work. The reviewer must judge the merit or value of another’s contribution.

The completeness of the reported work refers to the one-ness or wholeness of the work. In this usage, the reported work should be marked by a unity and continuity of parts and show an interdependence between these parts. As an example, an experimental program would be marked by a concept or phenomenon that was to be investigated; the formulation of an experiment; the design, buildup, and check-out of experimental equipment; the running of the test; the gathering and interpretation of data, and the establishment of conclusions. Each of these parts has a completeness of its own and yet there is an interdependence between them — no part can be missing without destroying, to a certain extent, the integrity of the entire work. The reported work should exhibit a level of accomplishment that comes from thoughtful and scholarly efforts by the author. Completeness is not a concern about the content of the text; it is a rating of the author’s ability to formulate and pursue a technical program at a professional level.

Acknowledgment of the work of others by references is to be expected in a well-prepared technical paper. Such recognition is not merely a courtesy, it is a valued content showing how the current work is related to work already accomplished. The references should be both adequate in number and accurate in content. Such a documentation shows the author’s familiarity with the work of others and also serves as an aid to the reader, who may desire to learn more of the subject being discussed. It is obviously not necessary or appropriate to reference all known works, but a judicious choice of pertinent papers should be given.

The organization of the paper is extremely important if the reader is to understand the work of the author. Ideas are most effectively communicated when there is a carefully planned and logical structure in the manuscript. ASME provides specific criteria on the organization of a paper. Some of these items are outlined briefly below.

Title 

Brief, descriptive

Abstract 

Clear indication of object, scope, and results

Body of Paper 
Logical organization, purpose, description of problem, means of solution, results, and conclusions

Symbols 

Recommended symbols used; usually symbols adequately defined; SI units required

Bibliography 
Footnotes if only four or five references; otherwise listed at end of paper

Illustration 
Clear black and white prints of all line drawings, graphs, and photographs. Graphs should be free 

of all nonessential lines and lettering; coordinate rulings should be limited in number

Length 

Should not exceed 6000 words (6 printed pages in a Journal) or equivalent

Style 

The paper should be well written, conform to recognized standards of literary style, and be readily 

understandable to engineers in the field of interest of the paper.

Clarity in writing, tables, graphs, and illustrations cannot be overemphasized. A technical article is written to convey ideas to the reader and this end will only be achieved when the author uses the right choice of words, effective sentence structure, correct spelling and punctuation, and paragraphing. The author must also show accuracy and skill in the use of formulae, graphs, and diagrams since these exist to complement the written text. The author should submit all tables, graphs, and illustrations in a form that can be easily interpreted by the reviewer.

DEFINITIONS OF QUALITY RATINGS

The quality rating scale encompasses a range of evaluations from “poor’’ to “honors’’ quality.

There are very few technical papers whose characteristics will merit the rating of honors quality. Even fewer papers will warrant such a rating over their entire profile. Such a paper would be comparable to those that are awarded ASME national honors. They will be recognized on the basis of outstanding writing quality and a high degree of originality, and they will constitute an unusual contribution to the science of engineering.

The rating of good indicates very acceptable levels of accomplishment. A paper with profile components rated at this level would be presentable at an ASME meeting and meet the requirements for publication in an ASME journal.

Acceptable and marginal quality will be considered from a subjective viewpoint since the concept of acceptability will vary with each reviewer.  Reviewers should, however, evaluate a paper or its profile in a realistic way in terms of generally accepted standards. The basis of the evaluation must be the reviewer’s own professional experience and the knowledge of the technical literature. A rating of marginal is below the acceptable standards for publications in an ASME Transactions Journal and appropriate comments should be made to assist the author in revising the manuscript.

Papers with ratings of poor encompass defects previously mentioned in the definition of unacceptable technical papers. Such papers will include excessive commercialism, fallacious analysis, or repetitive description of conventional engineering practices.

PAPER REVIEW EVALUATION SHEET

An ASME paper should be: Clear, concise, complete, and original; with assumptions plainly identified; data and computation results presented with their uncertainty, precise logic, relevance to practice described, and with actual accomplishments of the work plainly stated and honestly appraised.

	Paper No.
	
	Reviewer
	
	Date
	


	Title
	


	Author(s)
	


	Submitted for
	
	Meeting Date
	


	Please complete review by:


	
	Please return this manuscript immediately if you cannot

complete the review by the indicated date.


	PAPER PROFILE

Place a check in the boxes which, in your opinion, best describe the following features of the manuscript.

	
	Poor*
	Marginal*
	Acceptable
	Good
	Honor*
	

	Originality of Work
	
	
	
	
	
	

	Engineering Relevance
	
	
	
	
	
	

	Scientific Relevance
	
	
	
	
	
	

	Completeness of the Reported Work
	
	
	
	
	
	

	Acknowledgment of the Work of Others by References
	
	
	
	
	
	

	Organization of the Work
	
	
	
	
	
	

	Clarity in Writing, Tables, Graphs, and Illustrations
	
	
	
	
	
	

	

	
	Yes
	No
	

	In your opinion, is the technical treatment plausible and free of technical errors?
	
	
	

	Have you checked the equations?
	
	
	

	Are you aware of prior publication or presentation of this work?
	
	
	

	Is the work free of commercialism? Is the paper too long?
	
	
	

	

	YOUR RECOMMENDATION

	
	For Publication as a: (Check only one place)

	
	
	ASME Transactions Journal article

	
	
	Technical Brief in ASME Transactions Journal (broad and current interest to the profession)

	
	
	feature article in Mechanical Engineering

	
	
	individual technical pamphlet paper

	
	
	bound volume paper

	
	This paper is: (check only one place)

	
	
	honors quality*

	
	
	acceptable

	
	
	acceptable with minor revisions*

	
	
	acceptable with major revisions* (review required after revision)

	* please justify on last page


Return Review to:

	Name
	
	Reviewer's Signature
	


	Address
	
	Date
	


	City/State/Zip
	


	Phone
	
	Fax
	
	E-mail
	


PLEASE COMPLETE THE REVIEW FORM AND KEEP A COPY FOR YOUR RECORDS

To assist the author in revising the paper please separate your remarks into two clearly identified sections.

	(1) Those suggestions which, in your opinion, would improve the quality of the paper but are not essential for publication




	(2) Changes which should be made before publication




Remarks that are not clearly identified will be assumed to fall into the first category.

	SUGGESTED DISCUSSERS  

(List names and addresses of potential discussers. The reviewer is encouraged to include his/her name.)
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%@ ASME International
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212-705-7779 The American Society of Mechanical
FAX 212-705-7841 Engineers

345 East 47th Street

New York, NY 10017

TO: Barbara Signorelli FROM:

Papers Control Administrator

ASME Technical Publishing

Conference Date

In accordance with the requirements of the Board on Comrumicaticons, I am recommending the attached for publication as:
Q ndividual panphlet paper
O bound proceedings volume
O ASME Transactions paper
0O Teclmical Brief in an ASME Tramsaction

Q digest in Mechanical Engineering

I am enclosing with this recommendaticn:
Q good quality camera-ready copy with all graphic materials in place
QA clean, revised, and edited mamscript with original illustraticans
Q0 1903 Form(s), fully executed (all boxes checked) and signed by all authors
Q a Table of Cantents listing all boumd volume papers (digital and paper copy)

Pamphlet or Transactions Paper

Paper Title

Author (s)

Affiliation

Address

Telephone No. - FAX No. E-Mail

Bound Volume
Bound Volume Title

Bditor (s)

Affiliatien

Address

Telephone No. FAX No. E-Mail

This paper has been reviewed in accordance with the requirements of Form M&P 1257.

Signed

Sponsored by

IMPORTANT:
This form, signed and completed, must accompany
every individual techmical paper and/or a bound volume of papers.

MSP 1258 3/94; 4/%
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VALUE OF PROPOSED TECHNICAL PAPER

PROPOSED TITLE OF PAPER

AUTHOR(s)

PAPER OFFERED FOR PRESENTATION AT THE (conference and session):

VALUE AND UNIQUENESS OF PROPOSED PAPER:

The ASME Internal Combustion Engine Division desires to ensure that technical papers are of
high quality, have value to the technical community, and have some form of uniqueness relative
to previously published papers.

Therefore, please describe the value of your proposed paper to the technical community. In
addition, please describe what is “unique” or “new” concerning information in your paper
relative to other publications on the general subject.

Author's Name

Telephone No. | Fax No.

E-mail Date

Signature





APPENDIX D

EXAMPLE OF ICED TREASURERS ANNUAL REPORT
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TREASURER'S REPCRT

INTERNAL (CMBOSTION ENGINE DIVISION

JANUARY 1, 1988 Through DECEMEER 31, 1988

CUSTODTAN ACCUNT
Balance, Jamuary 1, 1s88 tesuenscsececannanssansastocnaoe $41.38§.82

Inceme for the Year 1988:

EICE Excess Income DEstribution cocceccessssecscsess  § 1,410.00
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Total Imlme tesetsecessrsnccsnasesrassennnes 3,435.75
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Secretary's Expenses ak May Committee Meeting ..... - $
Exeeutive Cammittee Meeting Expenses, May 1988 ..... $
Secretaxy's Expenses at 1988 FIC ceccceccscccscsccee s
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PIC Brochure (M2iling by B} eve-cceevereaccoceas eees  § 420.88
Envelcpes For B) Madling...ceecvsecscascssoccnnanans $ 31.80
Prodnction & Printing of Specia) BrochireS...ceseeee g 670.60
$
S
$
$
$
$
$
$

«940.40
© §l.0L
S21.61
479.55
304.59
796.70
149.88

Mailing Special FIC Brechuzes (not B mailing list.. 300.00
Seed Money for 1988 FIC cceeeccrconrmevcosnsancacans 1,000.00

Copy of Camputer PIOGTER wceeccanscocsssessncsen 50.00
Dwelnpmgnivzs:mmw eetssssansasesesctsacnnanee 120.00
ICE Division Award Medal COPoSitdtne ieeececensecas 75.00
Borors and Awards EXPenses .c.eceeccsceccsse cssvscee 400.00
HoodhITy AWard PLAIS cesoasasescsvencessscorannoans 113.38
Printing and Mailing of ICE Divisicn Brochure ...... $ 806.00

Tota] EXPONSES .esececessnsscsccvassscccances 8,232.36

Balance, Decamber 31, 1988 .ccceceencccnncesssaceses $36,593.21




APPENDIX E

EXAMPLE OF AFTER-CONFERENCE

FINAL REPORT TO THE TREASURER
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inCQ 712 TRUMBULL AVENUE / GIRARD, CHIO 44420 /(330) 545-9768 / FAX: (330) 545-8005

September 19, 1996

Mr. Paul Danyluk
Fairbanks Morse Engine Division
701 White Avenue
Beloit. WI 53511

Dear Paul.

Please find enclosed a final income statement for the Spring 1996 Technical Conference along with
a check in the amount of $8,165.75. This check represents the conference profit of $7,165.75 plus
$1,000.00 to repay the seed money originally provided.

We have made all disbursements of which we are aware and all checks have cleared the local
account, which wiil have a zero balance and be closed upon presentation of the check enclosed. If
you have any questions or comments please do not hesitate to contact me.

We at Altronic enjoyed hosting the ASME Internal Combustion Engine Division Spring Technical
Conference and look forward to seeing you at future conferences.

Sincerely,

‘ - ALTRONIG, INC.

Richard P. Schook
Vice President
Sales and Service

RPS/pb

cc:. Dave Aldag

Jerry Caton

Mel Helmich

Madan Goval

Carl McClung

Warren Nugent
~-Térry Ullman

Teoman Uzkan E-1




[image: image7.png]SPRING 1996 ASME TECHNICAL CONFERENCE

HOLIDAY INN METROPLEX - YOUNGSTOWN, OHIO

FINAL INCOME STATEMENT
AUGUST 36, 1996

INCOME

EXP

ASME SEED MONEY

PRE-REGISTRATIONS 113 @ $90

ON-SITE REGISTRATIONS 21 @ $110
STUDENT ON-SITE REGISTRATIONS 5 @ $15
DINNER TICKETS/MONDAY 88 @ $30
DINNER TICKETS/TUESDAY . 74 @ $25
SPOUSES’ TOUR TICKETS/MONDAY 16 @ $25
SPOUSES’ TOUR TICKETS/TUESDAY 12 @ $25
SPONSOR DONATIONS 6 @ $300
PUBLICATION SALES 142 @ $25

OTHER INCOME

TOTAL INCOME

ES

SATURDAY - APRIL 20
EXECUTIVE COMMITTEE (15) COFFEE & SODAS

SATURDAY TOTAL

S AY - APRIL 21

COFFEE 12@ $1

EXECUTIVE COMMITTEE LUNCH 12 @ $7.50
A/V EQUIPMENT

EARLY BIRD RECEPTION (73)

SUNDAY TOTAL

$ 1,000
10,170
2,310
75
2,640
1,850
400
300
1,800
3,550
530

$24,625

$_24.75

$ 2475

i

§ 12.00
90.00
30.00

$342.04

$£674.04
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CONTINENTAL BREAKFAST 100 @ $4.50
SPOUSES’ BREAKFAST 8 @ $5.50

AM COFFEE BREAK 105 @ $1

PM BREAK 50 @ $1.25

LUNCH 93 @ $9.95

SPOUSES’ TOUR/LUNCH 16 @ $11.12

BUS FOR SPOUSES’ TOUR

A/V EQUIPMENT

HOTEL SET-UP CHARGE

PRE-BANQUET RECEPTION .(83)
BANQUET 83 @ $15.95
ENTERTAINMENT “EAST STREET PRODUCTIONS”
TAXES AND GRATUITIES - HOTEL MEALS

MONDAY TOTAL

TUESDAY - APRIL 23

CONTINENTAL BREAKFAST 80 @ $4.50
SPOUSES’ BREAKFAST 6 @ $5.50
AM BREAK 83 @ $1

PM BREAK 85 @ $1.25

LUNCH 80 @ $9.95

SPOUSES’ TOUR/LUNCH 12 @ $10

BUS FOR SPOUSES’ TOUR

A/V EQUIPMENT

PRE-BANQUET RECEPTION (83)
BANQUET 83 @ $13.95
ENTERTAINMENT “YOUNGSTOWN CONNECTION”
TAXES AND GRATUITIES - HOTEL MEALS

TUESDAY TOTAL

WEDNESDAY - APRIL 24

CONTINENTAL BREAKFAST 70 @ $5.50
TAXES AND GRATUITIES - HOTEL MEALS

WEDNESDAY TOTAL

E-3

$ 450.00
44.00
105.00
62.50
925.35
177.87
295.00
240.00
300.00
196.50
1,323.85
800.00
74476

$£5,664.83

$ 360.00
33.00
83.00
106.25

796.00
120.00
295.00
240.00
88.83

1, 157.85
- 100.00
678.10

$4.058.03

$385.00
91.20

$476.20
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ASME FOR PUBLICATIONS SOLD 142 @ $25 $ 3.550.00
ASME FOR FREE PUBLICATIONS 52 @ $20 1.040.00
PAYMENT FOR STUDENT MEMBERSHIPS 5 @ $15 75.00
REFUNDS FOR CANCELLATIONS, OVERPA YMENTS, ETC. 575.00
CREDIT CARD FEES AND BANK CHARGES (ESTIMATED) 291.78
I OCAL BANK SERVICE CHARGES 29.62
TRANSFER OF PROCEEDS TO ICED TREASURER _8.165.75

TOTAL POST CONFERENCE EXPENSES $13.727.15

TOTAL CONFERENCE EXPENSES AND DISBURSEMENTS $24,625.00

SUMMARY
TOTAL INCOME §24.625.00
TOTAL EXPENSES ($16,459.25)

LESS SEED MONEY  (5_1.000.00)
" NET PROFIT S 7.165.75

NOTES: 1.) Expenses for eight complimentary attendees (registration staff, students, etc.) are
included in meal and break functions.
2.) Payment for publications distributed free at the conference ($1,040.00) was made
from conference proceeds.

Ol




APPENDIX F

EXAMPLE OF SOLICITATION LETTER 

FOR SPONSOR DONATIONS
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212-591-7000
FAX 212-591-7674
www.asme.org

Three Park Avenue
New York, NY 10016-5990
USA

August 2, 2001

INTERNAL COMBUSTION ENGINE DIVISION

Founded In 1921

Exacutiva Committee
2001 - 2002

chair
Dr. Stuart R Bell !

Dept. of Macharical Engineering
Unlversity of Alabama

290 Hardaway Hal

Box 870276

Tuscaloosa, AL 35457-0276

E-Mai: shall@coe.eng.ua.edu

Vice-Char, Administration
Steven G. Fritz, PE

Principal Enginzer
Southwest Ressarch Insitute
6220 Culebra Reod, Bldg. 87
San Antonio, TX 78228

Ph. 210-522.8645

Fax: 210-522.3950

E-Mall: stritz@swil.org

Vice-Cha, Technical Programs
Dr. Victor W. Weng, PE
Managar-Sloan Automotive Laboratory
Massachustts Inst. Of Technology
Bullding 31-155

Cambridge, MA 02139

Ph. 617-253-5231

Fax: 617-253-453

E-Mall: vwong@mit.edu

Assistant Vics-Chair, Administration
Grag Gutoski

Vice-Prasidert, Enginesring
Faltbanks Morse Engine Div.

701 White Avenue

Seloit, Wl $3511

Ph, 606-364-8167

Fax 606-264-8233

E£-Mail: ggutaski@fairbanksmarse.com

Assistant Vica-Chalr, Teh. Programs
Neil X. Blythe

Manager, Engineering Design
Faltbanks Morse Engine Div.

701 Whita Avanue

Betgit, W1 53511

Ph, 608-364-8017

Fax 808-364-8233

£-Mail: biythen@fairbanksmorse.com

New Mamber, Administrative
Andraw J. Pope

Partner

A & A Enterprises

104 Sunset Lane

Russel, PA 16345

Ph. B14.757-8201

Fax 814-757-8201

E-Mal: apepe@aliegany.com

Secretary

James H. Garrett, PE

PMB # 156

Garett Technical Services
16350 Blanco Rd., Suite 117
San Antonio, TX 78232-3338
Ph. 210-483-7738

Fax: 210-493-6203

E-Mail: [gar8807@aol.com

Treasurer
Alan C. Anderson

Manager - High HP Industrial Engines
Cummins In¢

Box 3005

Columbus, IN 472023005

Ph. 812:377-2957

Fax: 812.377-7808

E-Mail: alan.c.anderson@cummins.com

Past Chair

Terry L Uiman

Manager, Dept. of Emissions Research
Southwest Fesaarch institute

6220 Culabra Road, Bldg. 87

San Antonio, TX 78238-5166

Ph, 210-622-2656

Fax 210-522-8950

EMai: ulman@swil.org

Mr. Stephen G. Dexter
Prod. Mgr., Large Engines
AVL List Gmbh

Hans List Platz 1

A-8020 Graz, Austria

Dear Mr. Dexter:

The Internal Combustion Engine (ICE) Division of the American Society of Mechanical
Engineers will hold two technical conferences this year. Our Fall Technical Conference will be
held September 23-26, 2001, in Argonne, lllinois, with Argonne National Laboratory serving as
host. Our Spring Technical Conference will be held April 15-17, 2002, in Rockford, lllinois, with
the Fairbanks Morse Engine Division serving as host. Both conferences provide forums for
engineers o exchange ideas through a number of technical sessions, to recognize and reward
achievements in the field of internal combustion engines, and to promote the advance of artand
science in the field of internal combustion engines.

The core of these conferences is made up of about 50 technical paper presentations,
and topical panel discussions are often included. In addition, other conference features include
the Soichiro Honda Lecture and annual ICE Division Honors and Awards ceremonies. Our
meeting locations vary as a result of invitation by a hosting organization wishing to augment the
conference with special presentations and tour of plant or research facilities of particular interest
to the 150 or so conference attendees.

To help support this year's valuable technical conferences, we are requesting a
corporate contribution of $500 to underwrite some of these conference expenses. In return,
your company's name will be listed on the final programs and prominently displayed to the
attendees of these two conferences. In addition, conference sponsors receive one bound
volume of the conference proceedings. We hope that you will consider your contribution as an
opportunity to further enhance the exchange of ideas, to advance the art and science related
to internai combustion engines. Please send your check made payable to “ASME-ICE
Conferences” to my address, given below. The ICE Division of ASME appreciates your
corporate support, and we look forward to seeing your representatives at our conferences.

Sincerely,

Staren G- i

Steven G. Fritz, P.E.
Vice-Chairman, Administration
ICE Division, ASME International
C/O Southwest Research Institute
Post Office Drawer 28510

San Antonio, Texas 78228-0510

The American Society of Mechanical Engineers
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