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I.
NAME

This Committee shall be known as the Heat Exchanger Committee of the American Society of Mechanical Engineers.  It is a Technical Committee of the Power Division within the Energy Conversion Technology Group of ASME.

II.
OBJECTIVES

This Committee shall function to promote the art and science of steam and power generation, in accordance with the following statement of scope:

Through professional publications, meetings and discussions, this Committee provides a forum for the benefit of those engineers who have an interest in the specialized areas relating to the balance of plant heat exchanger equipment, including steam surface condensers, air-cooled condensers, feedwater heaters, moisture separator reheaters, service water heat exchangers, cooling towers, and other unfired utility heat exchangers.  

In line with this wide range of interest, the Committee may participate in specific activities with any of the professional divisions and/or committees of the American Society of Mechanical Engineers and other organizations that have allied interests.

It shall accomplish this objective within the framework and mechanisms as outlined in the Power Division By-Laws.

III.
ORGANIZATION

The Committee shall be organized in accordance with the Constitution, By-Laws, and Rules of the Society, the Power Division By-Laws and the Committee’s By-Laws.  In case of conflict, the Society and then the Division rules shall take precedence.

IV.
MEMBERSHIP

This Committee shall consist of no less than (eight) 8 engineers, including officers, with special training, knowledge, or experience in fields related to the specialized areas defined in Section  II,  Objectives.

The Committee will elect its own officers subject to Power Division Executive Committee approval.  The officers of the Committee shall consist of Chair, Vice-Chair, Secretary, and Program Coordinator and shall constitute the Managing Committee. The Chair, with Managing Committee approval, shall fill vacancies of unexpired terms by appointment.

All Committee Members shall be ASME Members with committee membership privileges in accordance with ASME Power Division requirements.  Non-ASME members from other international organizations who have reciprocity with ASME may be nominated by this Committee for appointment by the Executive Committee of the Power Division as Corresponding Members.  Corresponding Members may participate in all Committee activities, but without the right to vote or hold office.

A prospective member must submit a resume to the Chair of the Membership Nominating Subcommittee and attend at least two Committee meetings in a two year period before being considered for acceptance into membership. New Members will be elected in a closed door session by a majority of votes cast (provided a quorum is present).  (Note:  at least eight voting members including at least two (2) officers must be present to constitute a quorum).  Members will be placed on inactive status if at least one Committee meeting is not attended in one year or by written request received by an Officer of the Committee.  Corresponding members must attend one meeting in two consecutive years.  The written request shall include the reason for not attending the meetings.  Inactive members will be notified in writing and if they do not attend the next scheduled meeting of this Committee, will receive notification of termination from this Committee.  Membership status entails a commitment to participate in Committee and Subcommittee activities, including participation in the Power Division's administrative committees and review of technical papers.

Any organization is allowed only one voting member on the Committee.  Members unable to attend a meeting may designate an alternate from their organization to attend and vote in their place.  Alternates shall bring a written proxy for voting purposes to be submitted to the Secretary.  Other members of the Organization may attend but, shall not be considered voting members. 

V.
EMERITUS MEMBERSHIP

The Committee may recognize past outstanding contributions to Committee activities made by retired or inactive individuals. The Committee shall nominate the individual for appointment by the (Power Division) Executive Committee as a lifetime Member Emeritus.  All past Chairs automatically receive Emeritus status. The provisions of Article IV do not apply to past Chairs for a period of five (5) years.   He/she has voting rights for a period of five (5) years.   If there is already a voting member from his/her organization, then the member with the most seniority, which may be the Emeritus Member, on the Committee will retain voting rights unless the Senior member relinquishes voting rights to the Junior member in writing. 

VI.
OFFICERS AND SUB-COMMITTEES

The Committee shall elect a Chair, a Vice-Chair, a Secretary, and a Program Coordinator.  Terms of the officers shall be for a period of two (2) years.  
Terms of the Chair, Vice-Chair and Secretary shall commence at the Spring Meeting and expire on the eve of the Spring Meeting two (2) years later.  The term of the Program Coordinator shall commence in the transition period prior to the fall meeting and expire in the transition period after the Spring meeting two (2) years later.  
Officers will be elected in a closed door session by a majority of votes cast (providing a quorum is present) conducted by the Chair or Acting Chair.  Election of the Chair, Vice-Chair and Secretary shall be conducted at the meeting held in the Fall and election of the Program Coordinator shall be conducted at the meeting held in the Spring unless circumstances require elections be held at a previous meeting (Refer to Section VII for definition of Spring and Fall meetings).  In either case, the terms commence as stated above.

The Chair is also designated as the ex-officio representative to Power Division Executive Committee meetings.

The Vice-Chair is designated as an ex-officio member of the Power Division Program Coordination Committee as is the immediate past Chair.

Generally, the incumbent Vice-Chair shall be nominated and elected as the incoming Chair, the incumbent Secretary shall be nominated and elected as incoming Vice-Chair, and the incumbent Program Coordinator shall be nominated and elected as incoming Secretary.  A new candidate is nominated for an incoming Program Coordinator.  

With the exception of the Chair or Vice-Chair, an officer may decline an advancing nomination and continue to serve their office for an additional term(s), so long as they are re-nominated and re-elected by the Committee on a two (2) year basis as are all other officers and, the re-nomination does not preclude the advancement of other officers.  However, the Program Coordinator and the Secretary cannot accept reoccurring terms at the same time, as to progress to Vice-Chair a nominee must serve as either a Program Coordinator or Secretary.  In the event that an officer is re-elected to serve an additional term, advancing nominations shall proceed for all other officers. 
Duties of the officers shall include:

1.
Chair
a. Overall responsibilities for the activities of the Committee in achieving its Objectives.

b.
Calls, establishes agenda, and presides at all meetings of the Committee.  Coordination of Committee meeting dates and times should be made with the Secretary of the Executive Committee of the Power Division.

c.
Attend and report on Committee activities at meetings of the General Committee and the Executive Committee of the Power Division.
d.
Make appointments, after consultations with the other Committee officers and members to membership in the Committee.  Confirm appointment of new members by notification to Executive Committee Secretary and Honors and Awards Committee Chair.

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

f.
Make recommendations to the Executive Committee of Power Division to increase the effectiveness of the Committee.

g.
Appoints candidates for officer vacancies that occur in midterm as provided herein.

h.
Establish the agenda for all meetings.

I.
Establish with Committee consensus, the number and title of the sessions to be sponsored at conferences.

2.
Vice-Chair

a.
Act for the Chair at his/her direction or in his/her absence.

b.
Serve on the Power Division Program Coordination Committee with the Committee Program Coordinator to achieve a successful Committee program.
c.
Implement the process for “Best paper of Session”.

d.
Act as the Chair of the Award Nominating Subcommittee, be responsible for Committee honors and awards, and work directly with the Committee Honors and Awards Committee Representative for the purpose of nominating deserving Committee members for awards and nomination of prospective Fellows.

(Vice-Chair continued)
e.
Assist the Chair as requested.

3.
Secretary

a.
Issues notes and agenda, and prepares and issues minutes of all Committee meetings.  Distribution should include all Committee members, plus the Chair and Secretary of the Executive Committee of the Power Division.

b.
Keep a complete set of records and transmit them to the incoming Committee Secretary.  Committee records shall include records of sessions sponsored by the Committee, including technical papers presented at conferences.

c.
Receive and reply to miscellaneous correspondence within the Committee, Power Division, and Society (ASME), as required in the conduct of Committee business.

d.
Maintain meeting attendance records and notify members of concerns with active status.  After missing two consecutive meetings a reminder will be sent concerning active membership status.

e.
Maintains the Committee Membership Roster.   By March 1 of each year, forward the roster of Committee membership and elected officers for the forthcoming year (starting at the Spring Meeting) to the Secretary of the Power Division.  Requests members to review and update Power Division Membership Roster. 

f.
Assist Chair and/or Vice-Chair as requested.

4.
Program Coordinator
He/She shall select other Committee members to assist in the performance of his/her duties and responsibilities as required.

a.
Responsible for a timely review of papers submitted to, or sponsored by the Committee, in accordance with established Society procedures as outlined in Society manuals, the Division Paper Reviewer's Manual, and the Committee's established procedures.  This review shall be primarily for the format required by ASME for solicited papers.  Technical review is the responsibility of the Session Chair.

b.
Responsible for assuring that the conference proceedings of all sessions sponsored by Committee are accurate and up to date on the ASME website.
(Program Coordinator continued)

c.
Keep appropriate records of the status and disposition of all unsolicited papers submitted to the Committee.  Inform authors of paper status.

d.
Submit to the Honors and Awards Committee, information on all papers determined to be of honors quality by the reviewers, or the Committee, including the three papers selected by the Sub-committee for "Best Paper Award".

e.
Coordinates the assignment of session time slots with the Conference Program Chair.

f.
Distributes a “Call for Papers” as prepared by the ASME to the Committee and other unaware industry forums.
Details of the Program Coordinator’s responsibilities can be found in Appendix A.
5.
Session Chairs
Session Chairs are required for each of the sessions or panels offered by the Committee in a conference program.  They are appointed by the Committee Chair and Program Coordinator as required.  In addition, each Session shall have a Session Vice-Chair to assist the Session Chair in his or her duties.  The duties of the Session Chair are identified in Appendix A.  The Session Chair and Session Vice-Chair work directly with the Committee Program Coordinator assuring prompt and timely review and presentation of papers.
Details of the Session Chair’s responsibilities can be found in Appendix A.
Membership Nominating Sub-Committee

The Chair shall appoint a Membership Nominating Sub-Committee Chair for a term of two (2) years.  He/she shall select other Committee members to assist in the performance of his/her duties and responsibilities as required.  This sub-committee shall:

a.
Screen all applicants and recommend nominees for appointments to membership on this Committee. This Sub-committee shall present all membership nominations to this Committee for action.  This Committee shall 

vote on whether or not to present the nominations to the (Power Division)  Executive Committee for appointment.

b.
Evaluate the participation of Committee members whose terms are expiring and re-nominate those who are interested and active.

c.
Nominate candidates to fill the unexpired terms of Committee officers.

d.
Maintain up-to-date membership and application records of all Committee members and nominees.

Award Nominating Sub-Committee

Chaired by the Vice-Chair of the Committee, the Sub-Committee includes the Chair, Vice-Chair, and Honors and Awards Committee Representative.  The Award Nominating Sub-Committee is organized for the purpose of nominating deserving Committee members for awards and nomination of prospective Fellows.  The Sub-Committee's recommendations are kept confidential and are submitted to the Committee's Chair for concurrence or veto.
Past Chair Council

The Past Chair Council is a committee of the past chairs of the ASME Power Division Heat Exchanger Committee. The Council was formed to provide assistance to the current Heat Exchanger Committee Chair, as requested, on various complex subjects and areas of difficulty, as related to the continued success of the Committee. 
The members are past Heat Exchanger Committee Chairs who actively continue to participate in the Committee after their term of Committee Chair has ended. The Chair of the Council is the immediate past Committee Chair, shall serve as Chair for two (2) years and shall be replaced by the out-going Chair of the Heat Exchanger Committee.

The Council has no established formal agenda. The Council Chair communicates with the Council members on an as needed basis to discuss the subject on which the Committee Chair has requested assistance on. 

Ad-Hoc Sub-Committees

This Committee may establish as many Sub-committees as necessary to carry out its objectives.  The Chair and members of each Sub-committee shall be appointed by the Committee Chair.

Joint Sub-Committees

The Committee Chair, with approval from the (Power Division) Executive Committee, may establish joint sub-committees with other organizations to advance mutual goals and aims.  The Committee Chair shall appoint the members from this Committee.

In general, all Committee members are expected to be members of one or more sub-committees for the efficient conduct of Committee business and to foster active participation of all Committee members.

VII.
MEETINGS AND CONDUCT OF BUSINESS

The Committee shall hold at least two meetings a year.  These shall be held during the Spring and Fall at a selected location and preferably in conjunction with an industry conference. Other locations and times or additional meetings may be held at the discretion of the Committee Chair.

A Committee meeting shall be held only when a quorum is present.

All actions shall be approved by a majority vote of Committee members and alternates present.

An Interim Sub-committee meeting may be called by the Chair to conduct urgent business in the period between regularly scheduled Committee meetings.  The interim sub-committee shall consist of the Chair, Vice-Chair, Secretary, and the Program Coordinator.  All actions of this Sub-committee must be ratified by the Committee, either at its next meeting or by letter ballot.

VIII.
COMMITTEE RECORDS

Main and Executive Sub-Committees

The Committee Secretary is responsible for keeping a complete set of records for the Committee and copies of all Committee correspondence shall be sent to the Secretary.  Copies of all minutes and pertinent correspondence shall be sent to the (Power Division) Executive Committee Secretary.

Membership Nominating Sub-Committee

No records need be kept of Nominating Sub-Committee actions except the report to the Committee.  Up-to-date membership and application records of all Committee members and nominees shall be maintained.

Sub-Committees

The Sub-committee Secretary, will keep the records of the Sub-Committee correspondence and actions; and will keep the Committee Secretary informed at all times of the Sub-Committee activities and actions so that the file of the Committee Secretary will be complete.  Reports will be presented to the Committee Secretary at each Committee meeting for inclusion in the Committee minutes.

IX.
COMMITTEE FUNDS

All monies received by the Committee to be used to further its activities shall be deposited in a custodian account which will be maintained by the ASME as custodian of the funds.

Disbursements from the custodian fund shall be made only with the approval of two (2) Committee officers, except that, in the case where money was raised for a special project, the approval of the Sub-Committee Chair supervising the project may be substituted for one of these.  This substitution must be approved by a vote of the Committee.

X.
REVISION OF BY-LAWS

The Committee By-Laws shall be reviewed every four years or at the direction of the Committee Chair or by a motion of the Committee membership.  All revisions shall be presented to the Committee membership for review at a regular meeting.  The final revision shall be presented at a succeeding meeting in the form of a motion for adoption.  The revised By-Laws shall require at least a 2/3 majority vote of Committee members for ratification.  Any proposed change must be mailed to all Committee members by the Committee Secretary at least 30 days before the date of the meeting for voting.  Votes received by mail prior to the meeting will be considered as votes of Committee members present.  The approved revision shall be dated and signed by the Committee Chair and submitted to the (Power Division) Executive Committee for approval.  The Committee Secretary will distribute the revised By-laws to the Committee membership.

APPENDIX A
Detailed Responsibilities of Program Coordinator and Session Chairs

Program Coordinator
A detailed list of the Program Coordinator’s responsibilities follows:

1) Oversee the technical content of your technical area and its organization.

2) Serve as primary liaison between Conference Track Managers and Session Organizers.

3) Determine acceptance of abstracts submitted to your technical area.

4) Re-assign abstracts to another technical area, if necessary.

5) Create and assemble sessions.

6) Assign session personnel to organize and moderate sessions.

7) Create accounts for session personnel and assign all applicable rights and access to the web-planning tool.

8) Monitor the paper review process.

9) Assist in reviewing papers, if necessary.

10) Monitor the activity of the session personnel and assist them as needed.

11) Ensure the on-site success of the sessions in your area.

12) Ensure the accuracy of all information on the site for your sessions including session name, session chair and co-chair, session description and session slot.

13) Create accounts for each reviewer in your sessions.

14) Assign reviewers to each paper in your session.

15) Provide Session Presentation Review Forms to the Session Chairs; collect the completed forms from the Session Chairs, give a copy of the forms to Conference Track Managers, keep a copy, provides a summary to the Committee Chair and Vice-Chair.  Note:  This will determine the best papers sponsored by the Committee.  Also, the Committee Chair and Vice-Chair will determine the candidate for a feature paper in the annual August  issue of Energy-Tech magazine.

 

Session Chair

A detailed list of the Session Chair’s responsibilities follows:
1) Ensure your reviewers can access the PDF files of the papers assigned to them.

2) Ensure your reviewers follow the ASME Guidelines for Review and use the on-line Review Form (1258 form).

3) Ensure timely review.

4) Compile the reviews and comments.

5) Accept or reject each paper and notify the author.

6) Re-review a paper if substantive revision requires.

7) Track the authors in your session prior to the conference.

8) Keep your Track Leader informed of the progress of your session (or those organizers directly above you).

9) Ensure the technical quality of your session.

10) Track your authors at the conference.

11) Ensure that the authors submit the 1903 copyright form

12) Obtain introduction materials from the authors at your session.

13) Obtain Audio and visual aids required from your authors.  

14) Distribute session evaluation forms to the audience; collect and evaluate the completed forms, establish the best paper in the session, and forwards the forms to the Program Coordinator.
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