
Section events should be formulated as to general topics and approximate dates by July 

31st. 

In order to receive an ASME allotment, the Annual Financial Report, Operations Budget 

Report, Unit Activity Reports, Merit Funding Form and Officer Listing must be submitted. 

An Activity Report is required for each activity or event your unit hosts, with the exception 

of Executive Committee meetings. An Operations Budget Report for the new program year 

must be also submitted.  The outgoing and incoming Section officers should work 

together to compile this information.  Forms are available on the Volunteer Resource 

page. http://volunteer.asme.org/Unit/Unit_Forms_Instructions.cfm  

Supply Unit Support with your Section’s June Bank statement if your Section has 25K or 

over in the bank. 

Unit Activity Reports for the Section must be submitted at least two weeks after the initial 

meeting or section event. 

July 2011 

Engineering Research & Technology Development  
Section Volunteer Calendar 

Highlights 

  

  

http://volunteer.asme.org/Unit/Unit_Forms_Instructions.cfm


The ASME allotment of operating monies will be issued after October 1st and after receipt 

of the required reports.  These funds are to be spent on behalf of the Section members. 

By August 31st, specific events and exact dates should be firm for events through 

December.  Events in January through June should be proposed and planned, and 

committees working to achieve the desired results.  Where long term planning is involved, 

those events should be completed by August 31st. 

Program announcements must be issued far enough in advance to allow for high 
attendance for events. 
  
a.  The minimum lead-time for first class mail should be two weeks. 
  
b.  The minimum lead-time for bulk rate mail is three weeks.  Bulk rate mail is permitted 
delivery delays. 
  
c.  E-Mail notifications are effective by an initial message and then a follow-up prior to the 
event.  E-Mail should be carefully crafted so all information will be read. 

 

Unit Activity Reports for the Section must be submitted at least two weeks after the initial 
meeting or section event. 

August 2011 

Engineering Research & Technology Development  
Section Volunteer Calendar 

Highlights 

  



Required reporting for unit allocations are due on October 1st.  

Remind Section members to propose Member Initiatives by submitting their ideas at 

www.asme.org/cma/mis.cfm.  ASME is operated from the grass roots level.  Changes in 

method of operation originate at the member level.  If you want something changed, a 

member initiative is the proper channel for change in addition to new ideas. 

Participate in the Student Leadership Conferences along with your officers, committee 
chairs, committee members and student officers. 

Initiate membership, new member and member retention campaigns.  Set goals and 

schedules for achievement. 

Unit Activity Reports for the Section must be submitted at least two weeks after the initial 
meeting or section event. 

September 2011 

Engineering Research & Technology Development  
Section Volunteer Calendar 

Highlights 

http://www.asme.org/cma/mis.cfm


Propose appropriate members of your ASME Section for the various Honors and Awards 

of ASME. 

Conduct Professional Development Courses and Activities. 

All forms should be submitted to Unit support for Merit funding consideration (Annual 

Financial Report, Operations Budget Report, Unit Activity Reports, Merit Funding Form 

and Officer Listing.) by Oct 1st. 

Unit Activity Reports for the Section must be submitted at least two weeks after the initial 
meeting or section event. 

October 2011 

Engineering Research & Technology Development  

Section Volunteer Calendar 
 

Highlights 

 

  



Appoint a Section Nominating Committee in accordance with your Section By-Laws.   The 

Nominating Committee should recommend nominees for Section positions and Society 

positions. 

Review committee assignments and progress to date.  Reinforce committees that are not 

progressing adequately. 

Unit Activity Reports for the Section must be submitted at least two weeks after the initial 
meeting or section event. 

November 2011 

Engineering Research & Technology Development  
Section Volunteer Calendar 

Highlights 

  

  



Submit the nominees for the coming year’s offices to the membership. 

Receive additional nominations from the membership at large in accordance with Section 

By-Laws. 

Program details for the second half of the year should be firm. 

Review membership roll for success to the goals for new members.  Kick off member 

retention campaign. 

28   

December 2011 

Engineering Research & Technology Development  
Section Volunteer Calendar 

Highlights 

  



Submit an election ballot of all approved nominees to the membership. 

Submit name to unit support on the officer who will attend the upcoming Leadership 

Training Conference. 

Unit Activity Reports for the Section must be submitted at least two weeks after  the 
initial meeting or section event. 

28   

Highlights 

January 2012 

Engineering Research & Technology Development  
Section Volunteer Calendar 



Election of officers for the year beginning July 1st should be complete and the incoming 

chair has signed the Conflict of Interest Statement and Member Data Form 

Review ASME Manual ML-10. 

Begin selecting committees and appointing the chairs.  Choose individuals who are both 

interested and willing to be active.  There is a positive correlation between active 

members and successful Sections. 

Observe Section Operations to determine which areas are functioning well and which 

need improvement.  Discuss your observations with present and past chairs before July 

1st. 

Unit Activity Reports for the Section must be submitted at least two weeks after the initial 

meeting or section event. 

February 2012 

Engineering Research & Technology Development  
Section Volunteer Calendar 

Highlights 

  



Establish preliminary goals, objectives for next year’s activity, outline of action, and event 

calendar.  The goals should be loosely linked to ASME and the District goals. 

Complete selection of all Committee Chairs.  Ensure chairs and committee members have 

opportunity for training.  Encourage them to attend the Section and District Meetings. 

Provide each committee the manual for their appropriate subject.  Manuals may be 

downloaded from the ASME Web Page.  Committee descriptions and chair profiles may be 

found elsewhere in this manual. 

Representation for the section should be in attendance at the Leadership Training 

Conference (LTC). 

Unit Activity Reports for the Section must be submitted at least two weeks after the initial 

meeting or section event. 

March 2012 

Engineering Research & Technology Development  
Section Volunteer Calendar 

Highlights 

  



Attend the Student Leadership Conferences (SPDC) for your District, interact with student 

officers and members of the student sections in your District. 

Complete Officer Listing and return to Unit support for the Global Communities Online 

Directory. 

Unit Activity Reports for the Section must be submitted at least two weeks after the initial 

meeting or section event. 

April 2012 

Engineering Research & Technology Development  
Section Volunteer Calendar 

Highlights 

  



Conduct the first planning meeting of the Executive Committee and committee chairs.  

Establish the goals and objectives for next year’s activity.  Request committee chairs to 

establish committee objectives in line with the Section’s objectives 

Establish guidelines as to types of programs desired for the next year.  Provide guidance to 

the Section Program Chair by preparing a listing of appropriate subjects and program 

ideas. 

Request the finance committee to work with the outgoing officers and formulate a 

proposed budget for the year beginning July 1st.  Fund raising events should be 

documented to meet monetary needs of the desired functions.  In addition, assist the 

operational Executive Committee in completing the year-end Annual Financial Report. 

Unit Activity Reports for the Section must be submitted at least two weeks after the initial 

meeting or section event. 

May 2012 

Engineering Research & Technology Development  
Section Volunteer Calendar 

Highlights 

  

  



Conduct the second planning meeting.  The Section and committee objectives should be 

discussed, adopted and put in written form. 

Receive a Distinguished Service Certificate from the District Leader to be awarded to the 

retiring Section Chair.  Action within one year is required.  When the certificate is received, 

it should be awarded at an appropriate time and setting. 

In order to receive an ASME allotment, the Annual Financial Report, Unit Activity Reports, 
Merit Funding Form and Officer Listing must be submitted. An Activity Report is required 
for each activity or event your unit hosts, with the exception of Executive Committee 
meetings. An Operations Budget Report for the new program year must be also 
submitted.  The outgoing and incoming Section officers work together to compile this 
information.  Forms are available on the Unit Leadership Resource Center (ULRC).  
http://www.asme.org/groups/volunteer-resources. 

Unit Activity Reports for the Section must be submitted at least two weeks after the initial 

meeting or section event. 

June 2012 

Engineering Research & Technology Development  
Section Volunteer Calendar 

Highlights 

  

  

http://www.asme.org/groups/volunteer-resources
http://www.asme.org/groups/volunteer-resources
http://www.asme.org/groups/volunteer-resources

