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Article I:   Objectives

The operation policies herein establish the procedures of governance and the delegation of responsibilities of the Executive and General Committee mem​bers of the Noise Control and Acoustics Division (NCAD) in accordance with the By-Laws of the Division, the By-Laws of the Environment and Transportation Group, and the Society's Constitution, By-Laws and Rules.

Article II:   Organization
1.
Executive Committee
A.
Vacancies shall be filled by appointment by the Executive Committee, subject to the approval of the Technical Group Leader (TGL) of the Environment and Transportation (E&T) Operating Board.

B.
Reappointment to the Executive Committee shall not be earlier than one year after retirement from the Committee.

C.
The Executive Committee members shall serve a five year term, in which each member serves the following roles: year 1 – Member at Large; year 2 – Technical Program Chair for that year’s NCAD technical conference, held either at the ASME IMECE or elsewhere; year 3 – Secretary/Treasurer; year 4 – Chair, year 5- Vice Chair.  Each year begins on 1 July and ends on 30 June of the following year.
D.
The Chair shall make appointments to perform such tasks as the Executive Committee may specify.

E.
The position of Program Chair shall be filled by a sitting member of the Executive Committee.  The duties of Program Chair are to begin at the close of that year’s NCAD technical conference (held at the ASME IMECE or elsewhere) and to run through the close of the following NCAD technical conference.

F.
Three members shall constitute a quorum for all official actions.

G.
Proxy voting for Executive Committee decision is not permitted under these Policies.

2.
General Committee
A.
Appointments or reappointments to the General Committee shall be made annually at the beginning of the administrative year of the Society by the Chair of the Division for a period of one year.

B.
The General Committee shall meet annually, normally in conjunction with the Executive Committee at that year’s NCAD technical conference.

3. Administrative Committees (Responsibility of Program Chair)
Appointment:   Appointments shall be for one year with the term beginning at the close of the Society Summer Annual Meeting, except as specifically stipulated for particular administrative committees.  The members are eligible for reappointment.  The Executive Committee may designate the term of appoint​ment of any committee for a time other than the ASME operating year to facilitate operation of its business.  Each Committee Chair will be expected to present a brief written report of the activities of that committee once per year upon request by the Chair of the Executive Committee.

A.
Program Committee:
  The Program Committee Chair shall be a member of, and appointed by the Executive Committee of the Division for a period of one year, with the term beginning at the end of that year’s NCAD technical conference (held either at the ASME IMECE or elsewhere).  The remaining members of the Program Committee shall be appointed by the Chair.

This committee will be responsible for planning NCAD sessions for the next NCAD technical conference by having a planning meeting where technical committee member chairs organize symposia for the following conference.

The planning committee will call ad-hoc teleconferences as necessary prior to release of abstract deadline and prior to paper submission deadline.
Each Technical Committee organizing sessions at symposia and conference shall provide appropriate paper reviews in the area of its responsibilities in accordance with the procedures established by the Program Chair.  Paper reviews are to follow the procedures outlined in the Society "Session Organizer’s Guide.”  The Program Committee Chair will be available to advise and help in difficult review decisions.
B.
Honors and Awards Committee: (Responsibility of Program Chair) 
 The Honors and Awards Committee Chair shall be appointed by the Executive Committee of the Division for a one year period with the term covering an administrative year of the Society.  Membership shall be at least five mem​bers including the Vice-Chair of the Executive Committee, who serves in an ex-officio capacity.  All members of the Honors and Awards Committeeare appointed for a term of three years.  The Vice-Chair of the Executive Committee shall serve as liaison to the Honors and Awards Committee.

The NCAD bestows three types of recognition for outstanding contributions:

1)
The Per Brüel Gold Medal for Noise Control and Acoustics
2)
Noise Control and Acoustics Best Student Paper Award
3) The Noise Control and Acoustics Division's Rayleigh Lecture
1) Administrative procedures for the Per Bruel Gold Medal are as follows 
The Per Brüel Gold Medal for Noise Control and Acoustics is a Society  award issued by the Board of Governors of the Society and administered according to Society By-Laws.  

i.
The Per Brüel Gold Medal is issued to recognize eminent achievement and extraordinary merit in the field of noise control and acoustics, including useful applications of the principles of noise control and acoustics to the art and science of mechanical engineering.  Candidates for the Medal must be of the highest technical, scientific and engineering level.  They must have distinguished themselves in the art and sciences of noise control and acoustics and demonstrated their contributions and abilities in such a manner as to be a recognized leader in their field.  Evidence of such leadership may usually be available in the form of either publications, patents, inventions, research, teaching, or significant and innovative engineering developments.

ii.
The award will consist of a Gold Medal, engrossed certificate, and an honorarium plus travel expensed in accordance with Society Policy to attend the meeting of presentation.   

iii.
The Division shall establish a Per Bruel Medal Nominating Committee that secures nominations for the medal and makes a recommendation for each medalist to the Society Committee on Honors after consultation with the Division Chair.  The Per Bruel Medal Nominating Committee shall consist of six members representing the various disciplines involved.  The chair of the Nominating committee as well as two other members of the committee will be selected from the Division.  The remaining members may be selected from outside the Division.  Each representative serves a term of three years, ending on June 30, with appointments so scheduled that two of the representatives will have terms expiring each year.  Members may not serve more than two consecutive three-year terms.  
2) The procedure for the NCAD Best Student Paper Award is as follows:
i.
The Program Chair and organizers of NCAD technical sessions for the NCAD Technical Conference shall identify and forward to the Chair of the Honors and Awards Committee those papers submitted for the NCAD Technical Conference that are of sufficient excellence to be considered as candidates for the Best Student Paper Award.  Copies of the recommended papers along with any supporting evidence of excellence such as reviewer comments should be forwarded to the Chair of the Honors and Awards Committee at least six weeks prior to the NCAD Technical Conference.

ii.
The Division's Honors and Awards Chair will review the papers and supporting evidence and distribute this information to the members of the Honors and Awards Committee for their review and ranking.  The recommendation for a Division Best Student Paper for the NCAD Technical Conference shall be based upon review of the written paper and any other considerations the Chair of the Honors and Awards Committee think is appropriate for that given year.
iii.
The Honors and Awards Chair will be responsible for choosing Best Student Paper, along with evidence in support of the paper’s quality, and submission to the Executive Committee.  
iv.
.  At least one member of the Executive Committee shall serve on the Honors and Awards committee.
v.
The Honors and Awards Chair shall inform the recipient of his/her award and attempt to arrange for that person to receive the Certificate of Commendation at a meeting of the local ASME chapter, or at some other suitable venue.  Notification of the award will be made public by the Publicity Committee in a manner deemed appropriate.
vi. The award honorarium is $1000 unless modified by vote of Executive Committee. 
3) The procedure for the Rayleigh Lecture
i. The Rayleigh Lecture is given at the Society's IMECE or other NCAD Technical Conference by invitation. Although it is not a Society award, lecturers are selected amongst those who have made pioneering contributions to the sciences and applications of noise control and acoustics.

ii. The General Meeting Chair for the upcoming year’s NCAD conference shall present a list of candidate Rayleigh lecturers to the Executive Committee for consideration and selection.
iii. The Executive Committee shall select a candidate Lecturer for the following year's NCAD technical conference.  The Division Chair shall make the appropriate invitation to the proposed Lecturer.  In the event the selected candidate declines, the Division Chair will caucus all members of the Executive Committee and the Chair of the Honors and Awards Committee to select an alternate Lecturer.
iv. The Rayleigh Lecture shall be appropriately scheduled as a Division highlight session at the NCAD technical conference.
v.  The Rayleigh Lecturer will be formally recognized by presentation of a Division sponsored Rayleigh plaque immediately following the lecture.  Details of the Rayleigh Lecture will be publicly advertised in a manner deemed appropriate by the Publicity Committee.
vi. The award honorarium is $750 unless modified by vote of Executive Committee. 
vii. The Division will request an NCAD Technical Conference registration fee waiver from ASME or other Technical Conference organizer on behalf of the Rayleigh Lecturer.

C.
Publicity Committee:
1.

The Publicity Committee Chair shall be appointed by the Executive Committee for a two-year term.

2.

The Publicity Committee shall consist of one to five members appointed by the Chair of the Committee with staggered two year terms.

3.

The Committee shall be responsible for the Division Newsletter, for Mechanical Engineering Magazine information releases, and for maintenance of the Division's Web Page. The Newsletter will be issued in January prior to the Call for Papers for the upcoming year’s NCAD technical conference.
4.
Technical Committees
A.
Organization

1.

Each committee shall have a Chair, and may have a Vice-Chair, Secretary, and additional members.

2.

The Chair shall be appointed by the Executive Committee.

3.

Appointments shall be for approximately one year with the term beginning at the close of the NCAD technical conference and ending at the close of the following year’s NCAD technical conference.

4.

It is the responsibility of each Technical Committee Chair to maintain adequate and active committee membership and records.

5.

The officers shall be members of ASME or agree to make application for membership before assuming office.

B.
Membership
1.

Membership in the Technical Committees shall consist of leading specialists in the activities covered by that committee.

2.

ASME membership is desirable, but not compulsory.

C.
Activities
1.

The Technical Committees will identify new areas of technology to be addressed and locate and organize the presentation of technical panel sessions, and symposia.

3.

Each Committee will coordinate its activities with the Program Chair of the Division.

4.
Each Technical Committee Chair shall present a brief written report of the activities of that committee for the past year to the General Committee and when requested by the Executive Committee Chair.

Article III:   Amendments
A.
Amendments of the Operations Policies (Operation Guide) shall be acted upon at one of the General Committee meetings of the Division.

B.
Proposed amendments to the Operations Policies shall be submitted in writing to both the Secretary and Chair of the Executive Committee at least three months prior to the meeting of the General Committee during which the amendments are to be acted upon.  The Secretary shall circulate the proposed amendment to all members of the General Committee at least six weeks prior to the meeting of the General Committee during which the amendments are to be acted upon.

C.
The Operations Policies (Operation Guide) of the Division will be amended by the approval of two-thirds or more of the listed membership of the General Committees in attendance, and then sent for approval to the Environment and Transportation Technical Group Operating Board, and the Technical Communities Operating Board.  Note that approvals of Unit Guidance Documents, revisions, and amendments are defined in the K&C Sector Operation Guide, Section 21.3.1.
Article IV:   Duties of Officers 
1.
Division Chair
Duties of the Chair shall include the following:

A.
Preside at all meetings of the Executive Committee.

B.
Represent the Division in all official relations with the Society and be responsible for Division interests and activities involving groups outside the Society.

C.
Establish and maintain plans, develop programs and activities to carry out the objectives of the Division.

D.
Maintain liaison with all officers of the Division in relation to activities and accomplishments.

E.
Be responsible for all appointments as delineated in the By-Laws and Operations Policies (Operation Guide).

F.
Call meetings of the Executive Committee.

2. Division Vice-Chair
The Vice-Chair shall:

A. Serve as liaison with all Policy Boards.

B. Serve as liaison with the Division's Honors and Awards Committee

3. Division Secretary/Treasurer
The Secretary/Treasurer shall:

A.
Prepare and promptly distribute to the Executive Committee, General Committee, and Society Headquarters the minutes of all meetings of the Executive Committee and the Division.

B.
Shall provide a written statement of Division finances for each Executive Committee meeting and upon request of the Division Chair.

C.
Conduct general secretarial correspondence for the Division.

D.
Serve as Division Historian, keeping and maintaining up-to-date the permanent files and records of Division affairs, including records of papers, programs, and publications.

E.
Forward newsworthy items of general interest to the Publicity Chair of the Division for possible publication.

F.
Maintain an up-to-date record of these Policies.

4.
Chair of the Program Committee
Chair of the Program Committee shall:
A.
Be a member of the Executive Committee appointed to this position by the Chair of the Executive Committee
B.
Coordinate within the Division, the Operating Group and the Society all Division activities related to IMECE or other ASME NCAD technical conferences.
C.
Provide periodic reports on the status of IMECE and/or NCAD technical conference activities to the Chair of the Executive Committee.
D.
Serve to coordinate Divisional activities related to other meetings, conferences, or symposia that the Division participates in, both within the Society and with other Societies.
5.
Executive Committee Member At-Large
The At-Large Executive Committee member shall:

A.
Support the Chair of the Program Committee as requested and necessary to be able to serve that position in the future.

B.
Provide assistance to the Chair of the Executive Committee in the general administration of Division business. 

6.
Chair of the Honors and Awards Committee (Program Chair)
The Chair of the Honors and Awards Committee shall:

A.
Obtain preliminary substantiated recommendations for Honors and Awards from members of the Committee and others, and present these to the Executive Committee for evaluation.

B.
Obtain the vote of the Executive Committee to establish their nominees for specific Honors and Awards.  Affirmative vote by a majority of the members of the Executive Committee shall be necessary for a nomination.

C.
Transmit Division nominations to the Society's Committee on Honors, complete with proper and detailed substantiating information in accord with Society procedures, prior to the Society deadline each year.

D.
Review and evaluate possible honors quality papers, transmitted by the Program Chair and technical Session organizers, for recommendation to the Executive Committee for Division or Society honors.

E.
Provide recommendations to the Executive Committee Chair of candidates to serve as Divisional representatives on the Per Bruel Medal Nominating Committee.

F.
Submit NCAD Technical Conference Division Best Student Paper candidate packages to the Executive Committee for selection.

G.
Provide list of candidate NCAD Technical Conference Rayleigh Lecturers to the Executive Committee for selection.

7.
Chair of the Publicity Committee

The Chair of the Publicity Committee shall:

A.
Coordinate publication of the Divisional Newsletter and information releases in the Mechanical Engineering Magazine.

B.
Coordinate maintenance and information contained in Divisional web page.

C.
Assure proper publicity is given to Divisional activities.

8.
Chairs of Technical Committees
Chairs shall be responsible for:

A.
Coordination of technical activities within the Division and the Society.

B.
The annual report of the committee to the Executive Committee.

C.
Contributing to committee personnel nominations and evaluations.

D.
Execution of sponsored technical sessions and delineated duties.

E.
Reports and minutes on committee meetings which shall be submitted to the Executive Committee through the Secretary/Treasurer.

Article V:   Elections and Appointments
A.
All elections shall be by majority vote of the Executive Committee, except in the case of the reelection of the Chair or Vice-Chair, which shall require unanimous vote.

B. Nominations to elective offices shall be made by the Executive Committee.

C. All members of the Division shall assist in soliciting nominations for new members of Committees.  Nominations to appointive positions may be made by any member of the Society, shall be in writing, and shall be received by the Chair.

D. Notification of elections and tenders of appointment shall be trans​mitted, in the name of the Executive Committee, by the Chair. Written acceptance shall be required.  In case of refusal, a new election shall be held or a new nomination shall be made.

E. Elections and appointments shall be considered, as appropriate, at each meeting of the Executive Committee.  These matters for the en​suing year shall be the main order of business at a meeting of the Executive Committee prior to December 15 of each year.  If such meeting cannot be held, the Vice-Chair and the Chair shall arrange a satisfactory means of transacting such business.

Article VI:   Meetings of the Executive Committee
A.
There shall be at least two meetings of the Executive Committee each year, at least one of which will be held at the NCAD Technical Conference. Others may be held as teleconferences or web meetings.
B.
Meetings of the Executive Committee may be called by the Chair at such places and times as he/she may deem advisable, and shall be called if requested by three or more members of the Committee.

C.
Except where specifically stated otherwise in these Operations Policies, all actions of the Executive Committee shall be determined by majority vote of those voting.

Article VII:   Budget and Expenditures
A.
The Chair shall submit the Division budget for the coming year to the Society for approval as required by Society Policy.

B.
Any expenditure of Society funds for a purpose of the Division chargeable to the Society shall be approved by the Executive Committee.  Vouchers covering reimbursements to individuals for approved expendi​tures shall be submitted to the Society by the Chair through the Secretary/Treasurer.

C.
Any expenditure from such funds as may be accumulated by, or in the name of, the Division, such as a Custodian fund, shall be made only on specific approval by the Executive Committee.

D.
The Secretary/Treasurer shall maintain current records of and pro​jections for Division expenditures.

Article VIII:   General Provision
In all respects not specifically covered in these Operations Policies, the general rules of the Society governing the conduct of Divisions shall apply with equal force as if included in these Operations Policies.
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