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1.0
INTRODUCTION AND PURPOSE
As part of the national governance structure of ASCE, the membership is partitioned into Regions.  These are enabled and defined in Article V of the Constitution, Bylaws, and Rules as management entities of the Society. Ten Geographic Regions include all Society members; nine within the United States and one for the international members. Sections, Branches, and all other geographic units fall within these Regions. The Technical Region includes all members who belong to Institutes. Society Directors are elected by the members in these Regions to serve on the ASCE Board of Direction.  Each Geographic Region has a Board of Governors, elected from within the Region and chaired by the Society Director from the Region

Regions have been organized to provide input to the Board of Direction, facilitate communications, help implement the Society’s Strategic Plan, promote leadership development, support the local geographic units, and improve member service within the Society.  Regions may have committees and assemblies to facilitate their purposes.

The purpose of this handbook is to provide guidelines, resources, and responsibilities for the Regions and serve as a business continuity plan for Region operations.  The Region Handbook, maintained by CGU, shall be updated as needed to ensure it aligns with current Region operations. The Region Handbook shall also be distributed electronically to all Region Governors at least once a year.

2.0 REGION FINANCIAL PROCEDURES, RESOURCES, AND RESPONSIBILITIES

2.1  
Region Bank Accounts
ASCE Headquarters has set up checking accounts with the Bank of America for each Region.  All Society checks payable to Regions are deposited directly into the Region’s account. ASCE sends deposit slips directly to the Region Treasurer and arranges for check supplies to be sent to the Region Treasurer. Statements are disseminated monthly to the Region Treasurer.  Regions must keep their bank statements for (7) seven years.
2.2 Region Board Allotment (Rules 5.3.2.2)
A total amount not to exceed 0.9% of the Society’s Membership Dues collected as of September 30 of the preceding fiscal year is allocated among the Regions. The Region allotment is allocated among the Geographic Regions based on their classifications of Small, Medium or Large as calculated by population density (total membership divided by the Region’s geographic area) multiplied by the required number of visits to the Sections, Branches, and student organizations within the Region. Region 1 and Region 2 are Small and receive 6.6% of the total Geographic Region Board Allotment; Region 3, Region 4, Region 5, and Region 9 are Medium and receive10.2% of the total Geographic Region Board Allotment, and Region 6, Region 7, Region 8 and Region 10 are Large and receive11.5% of the total Geographic Region Board Allotment.
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2.3
Region Annual Reports (Rules 5.4.2.1)
Region Boards are required to prepare and submit annual reports indicating: activities and events sponsored by the Region, including the number of participants and the goals accomplished; progress on tasks supporting the Strategic Plan; an accounting of the finances of the Region; and other items required by the Board of Direction. The Report must be submitted to the Society Secretary each year by November 30. The Report format is sent to the Chairs in September and may also be accessed on the FTP site at ftp://gsd.asce.org/Region%20Resources 
3.0
MULTI-REGION LEADERSHIP CONFERENCES (Rules 9.7.6)
Directors and Governors assume the majority of duties and responsibilities (formerly performed by Vice Presidents and District Directors) at the Multi-Region Leadership Conferences. The Directors and Governors benefit from attendance by: a) interacting and communicating with local units, including Younger Members and Student Leaders, b) furthering their knowledge of ASCE programs and operations and, c) interacting with each other and sharing best practices.

Travel and per diem costs for Governors are the Region responsibilities, The Region Boards need to decide which Governors to send and how to maximize the benefits of the leadership and interaction opportunities each year. 

4.0
REGION BOUNDARIES (Bylaws 7.1.1.2)
Geographic Region boundaries shall be established, as nearly as practicable, to conform to Section, Branch, International Group, country, state, or county boundaries. In the determination of boundaries of Geographic Regions, due consideration shall be given to such factors as mutuality of interests, facilities for travel, member population and geographic units within each Geographic Region. 

Any proposed changes to Sections that impact another Region shall be referred to the Committee on Geographic Units for recommendation to the Board of Direction.

5.0
GEOGRAPHIC REGION NOMINATING PROCEDURES (Bylaws 7.2.1)
The Geographic Region Board of Governors excluding any candidates, shall, as a minimum, comprise the Geographic Region Nominating Committee.  Geographic Regions may designate in their Bylaws additional members for their Geographic Region Nominating Committee.

5.1
Geographic Region Governors (Bylaws 7.8.2.5) 

Geographic Region Governors shall be elected by voting Society members in their respective Geographic Regions.
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5.2 Nomination Of Geographic Region Governors Rotation (Bylaws 
7.6.1.1)
Every year, at least 1 Geographic Region Governor is installed. No more than 40% of the Geographic Region Governors shall be installed in any one (1) year. Each region should develop a succession plan and publish every year to demonstrate that this by law is being met.
5.3 Nomination by Geographic Region Nominating Committee Procedure: (Bylaws 7.6.1.3)
For each Geographic Region Governor vacancy, the Geographic Region Nominating Committee shall select 2 Official Nominees for Geographic Region Governor unless 75% or more of the members of the Geographic Region Nominating Committee vote to submit a single nominee. If only 1 candidate is provided, that nominee shall be the Official Nominee. If 0 candidates are provided, the Geographic Region Nominating Committee selects the Official Nominee.

5.4
Potential Candidate Pool (Bylaws 7.6.1.3.3)

The Geographic Region Nominating Committee may receive candidate nominations from any Organizational Entity or individual within the Region.

5.5
Petition to Election Ballot (Bylaws 7.6.1.4)
Signatures of at least 100 voting Society members from the Geographic Region will place a member on the election ballot. Only those candidates who were considered by the Geographic Region Nominating Committee may seek a petition recourse.

5.6
Appointment of Geographic Region Governors (Bylaws 7.6.2)
The Geographic Region Board of Governors shall appoint at least 1 Geographic Region Governor to represent perspectives not currently represented on the Geographic Region Board of Governors.
6.0
REGION BOARD OF GOVERNORS MEETINGS (Bylaws 8.4)
6.1
Requirements (Bylaws 8.4.1)
Meetings of the Region Board of Governors shall be held at least annually.

6.2
Quorum (Bylaws 8.4.2)
A majority of the members of the Region Board of Governors shall constitute a quorum at any meeting of the Region Board of Governors.
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7.0
GOVERNING DOCUMENTS (Bylaws 5.3.1)


Every Region Board of Governors shall adopt Bylaws, which shall be approved by the Board of Direction. Revisions to Region Bylaws may be proposed by action of the Region Board of Governors as prescribed in such Bylaws, or by action of the Society’s Board of Direction. No amendment to Region Bylaws shall become effective unless and until it is approved by the Society’s Board of Direction

8.0
REGION BOARDS
8.1
Guidelines for Region Operations (Rules 5.3.1)
Region Boards may adopt guidelines covering any and all aspects of their operations or services. Such documents shall be consistent with and shall not contravene Society governing documents, policies or procedures.

8.2
Composition (Bylaws 5.3.2.1)
Geographic Region Boards of Governors shall be comprised of at least five (5) Geographic Region Governors, at least four (4) of whom are elected and at least one (1) of whom is appointed, and the Geographic Region Director who shall serve as chair.

8.3
Assemblies (Bylaws 5.3.3)


A Region Board of Governors may create an Assembly, which is a Region-wide, representative body. The Region governing documents shall define the composition of its Assembly. An Assembly may be terminated by its Region Board of Governors. Assemblies are advisory only and have no defined roles except what is defined in its Region’s bylaws.
9.0
REGION GOVERNORS DUTIES AND EXPECTATIONS
9.1
Geographic Region Board Duties (Bylaws 5.3.2.2 and Rules 6.6.1)

The Geographic Region Boards of Governors shall be responsible for establishing, reforming, or dissolving Geographic Units within their Region; assist in developing and implementing the Society’s Strategic Plan; provide leadership and direction for Region technical, professional and educational activities; serve as a resource to Sections for Society-level programs; provide input to the Board of Direction on policy initiatives; facilitate the election process for Geographic Region Directors and participate in the nomination process for President-elect; and foster communications to and from the Board of Direction and between the Region’s Organizational Entities. 

Region Governors shall serve on standing committees as appointed; provide leadership at Council meetings, Workshops for Section and Branch Leaders, and Younger Member Forums; and attend meetings of Councils, Sections, Branches, student organizations, technical and professional groups and Younger Members groups and file a Visit Report to the Region Board of Governors following each.
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9.2
Limits of Authority (Rules 6.6.2)
Region Governors have limited individual authority to utilize resources and expend Region funds within established guidelines or with the specific concurrence of the Region Board of Governors.

9.3
Relationships to Others (Rules 6.6.3)
Region Governors are accountable to the Region Board of Governors and responsible to the members to plan, organize, direct, manage, and carry out events to engage and serve members in the Region.

9.4
Knowledge and Experience Required (Rules 6.6.4)
Region Governors should have professional credibility with leadership skills, management experience and significant career accomplishments; and should be a confident communicator and presenter, a visionary planner, a motivator, have the ability to work in teams, be a negotiator, conflict manager and consensus builder. Region Governors shall also have skills in communicating with members and the public, in government relations and advocacy, and in conducting events which will engage and serve members.

9.5
Financial Expectations of Region Governors (Rules 6.6.5)
Geographic Region Boards of Governors shall receive funding on an annual fiscal year basis to support management functions. A Region Board may reimburse a Region Governor for reasonable travel expenses in accordance with Society policy. A Region Governor will bear any additional expenses.
.
9.6
Endorsement of Candidates and Nominees (Rules 7.5.1 and 7.5.3)
Organizational Entities and Region Boards may endorse Candidates and Nominees for Society-level office.  Such endorsement action is limited to a factual statement of the official vote of their governing body, and shall not include any supporting rationale.  No discussion of any other Candidate or Nominee may be included in the endorsement action.  The endorsement action shall be conveyed to the Candidate or Nominee on Organizational Entity letterhead and signed by the chair of that Organizational Entity or Region Board.  Endorsements shall be submitted to the Candidate or Nominee not later than June 1. 
No Organizational Entity, Region Board, or Individual Member shall endorse more than one (1) individual per office per Election Cycle. Election cycle is December 1 – August 15.
Organizational Entities or Region Boards that officially endorse a Candidate or Nominee may publish the endorsement action in the Organizational Entity’s or Region Board’s newsletter and web site.  Any reference to the Society-level election shall include a link to the Society’s official election web site.
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10.0
REGION COMMUNICATIONS
10.1
Region Web Sites
The Geographic Services staff has set up websites for each Region, using Contribute software. Each Region website is linked to the Geographic Services webpage and is content specific to the Region (Section and Branch links, graphics, etc.) 
The Regions are responsible for maintaining and updating their respective web sites. The Geographic Services staff is available to assist with questions and maintenance issues regarding the Region Web Sites.
10.2
Region Discussion Forums
In a continuing effort to enhance communications among Regions, Sections, and Branches, Geographic Services set up a Discussion Forum. This Forum can be used to address existing and ongoing challenges and issues, such as how to conduct a successful meeting, recruiting and retaining members, attracting members to ASCE functions and other topics of similar nature.

To access this online forum, go to http://live.asce.org/forum. Click on the “Login/Register” link at the top of the page, followed by the “Create Account” button at the bottom of the next page and provide the required information.

10.3
Region, Section, and Branch Conference Calls
Each Spring and Fall, the Geographic Services staff emails invitations to Section and Branch Presidents, and Region Governors to participate in conference calls. These calls, are conducted via a webinar format, and include a dissemination of information and dialogue on current ASCE activities, events, products and services.  Summaries of the calls are emailed to the participants and posted on the web sites for accessibility to all local leaders.

10.4
Region eRooms

The Region Governors eRoom generally serves as a repository for such items as Board Agendas, Minutes, Action items and Summary Reports. Also included are copies of Region Annual Reports, PowerPoint presentations, and information on the Multi-Region Leadership Conference, and Presidents and Governors Forum. Additional resources relevant to Region operations are continually being posted.
10.5
Region Revelations
A tri-annual Newsletter targeted to Region Governors, this document contains information and articles on current ASCE activities and programs as they relate to your Regions. The intent is for you to use the consolidated information and extract the content for your own written or verbal communication channels.

It is also intended to be an informative and resourceful tool as you interact with your Sections, Branches, Younger Member Groups and Student Groups.  
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10.6
Region Talking Points
Talking Points on major ASCE issues are available for Governors to use while visiting and talking to Sections, Branches and Student Groups. Topics include: 1) Best Practices; 2) Developing Leaders; 3) Establishing Institute Chapters; 4) Ethics; 5) Government Relations; 6) Life Member Involvement; 7) Pre-college Outreach; 8) State Report Cards; 9) Sustainability, and 10) Student Transition to Associate Member Strategy. 
These one-page briefings are perfect reference documents to use when visiting your constituents.  You may develop presentations which revolve around these issues and achieve the overall goal of communicating with members about the programs and activities generated by our Society.  The Talking Points are posted in each Region’s eRoom. 
10.7
Best Practices
An updated Best Practices Guide was released in September 2010.  Forty one (41) best practices from Sections and Branches around the country have been compiled in this short user-friendly format. We encourage Governors to share this information with Sections and Branches during their visits. Sections and Branches may learn from each other about proven, effective programs and practices. This document is posted in the Region Governors eRoom. 
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Appendix 1 

Functioning of Geographic Regions  

The Society Constitution requires the establishment of constituency-based Regions for purposes of elections, and creates Region Boards of Governors to manage them.  Region Boards of Governors have certain duties outlined in Society Bylaws and Rules and may have additional duties under Region Bylaws.  Beyond the required specific duties Region Boards of Governors have an on-going charge to be engaged in activities and policies for the betterment of the Region, its organizational entities and its assigned Society members, and the Society.  Exactly how each Region fulfills its duties and charges is decided by the Region Board of Governors who are limited only by law and Society and Region governing documents.

Duties

I.  Elections (required annually):  Manage the election cycle at Region level

· Identify open positions; publicize them

· Search for and encourage good candidates

· Set up a nominating committee for screening and selecting nominees for Governor, 
and President-Elect (when eligible)

· Oversee election campaigns within the Region in accordance with Society and Region 
policies and rules

II.  Management (required, on-going): Manage the affairs of the Region

· Manage use of Region funds

· Perform an annual audit of Region finances

· Set Region policies

· Establish and maintain Region Bylaws, Rules and other guidelines or manuals of 
operation

· Establish, reform or dissolve Geographic Units within the Region

· Participate in developing and implementing the Society’s Strategic Plan

· Serve as a resource

· For Sections/Branches, concerning Society activity

· For the Society BoD on policy issues

· As a conduit between Region Sections/Branches and BoD

· To facilitate intra-Region and inter-Region communications
· Provide leadership and direction for Region technical, professional and educational 
activities
· Work with Institutes on establishing local Institute Chapters, and on Institute events within the Region

· Promote or host Region events 

· Seminars

· Continuing education

· Workshops

· Joint ventures with other organizations

· Public meetings

· Receptions

· Conferences

· Other
· Engage on public image of civil engineers and on public policy matters of concern to 
Civil Engineers

· Expert speakers

· Media

· Communication

· Service on public policy panels

· Licensure issues

· Other

· Provide administration for the Region

· Document actions

· Prepare and submit annual report

· Assist Sections/Branches as needed
· Install officers

· Plan ahead

· Provide leadership opportunities

Charges

(These may be inferred from or derivatives of duties, or just other ideas.)

I. Leadership
· Support and assist Region organization entities (Sections, Branches, YM Groups, 
Student Chapters, committees)

· Visitations and regular communications

· Training opportunities

· Problem-solving

· Idea exchanges 

· Program development

· Opportunities for innovation

· Grow membership and shepherd students into active membership
· Participate in Multi-Region Leadership Conference, Presidents and Governors Forum, 
orientation and other Society-sponsored events and activities
· Expand knowledge of Society programs and opportunities

· Understand Society operations

· Idea exchanges

· Interaction with Society officers, BoD and staff
· Participate in Region governance and BoD committees for leadership growth 
opportunities
· Seek out talent and provide challenges and training for emerging leaders

II. Relevancy

     (A consultant on not-for-profit associations used by ASCE from time to time says that organizations like ASCE prosper when they make themselves “indispensably relevant” to their members)

· Seek member input, suggestions, ideas and constructive criticism

· Topics in an Assembly

· Listening tours, visits

· “Marketing study” for value-based programs

· New opportunities

· Products 

· Services 
· Focus on communication

· Sharing information at all levels

· Acting on information in timely manner

· Coordinating calendars of events

· Creating “talking points” for Governors

· Engaging with other organizations

· Effective electronic communications

· Identify and research missing information

· Promote opportunities

· Timely communications with BoD about policy, programs and needs

· Convene events

· Effective use of media

· Deliver the goods

· Focus on opportunities to meet member wants and needs

· Timely delivery

· Quality products and services

III.  Recognition

· Coordination nominations for Society awards

· Create and manage Region awards

· Seek out, nurture and promote candidates for Society leadership positions


Appendix 2

UPDATING YOUR GOVERNING DOCUMENTS
(prepared 03-2008)
· Governing Document Basics

· Who has what?

· Sections have a Constitution, Bylaws, and Rules (maybe)

· “Subsidiary Organizations” have Bylaws and Rules (maybe)

· Branches

· Younger Member Groups

· Technical Groups

· How are these documents organized?

· Levels of hierarchy

· Constitution has very basic information, hard to change

· Bylaws has more detail, easier to change

· Numbering systems correlate (ideally)

· Numbering of Constitution articles is the same as in Bylaws

· Why & When to Update Your Documents

· When operations in your unit change

· Officer titles, terms, duties

· Committee names and functions

· Election and balloting timing and processes

· When ASCE governance structure or procedures change

· Councils vs. Regions

· Directors and Governors

· Bylaw revision processes change

· Periodic review (every 5 years or so)

· Getting Help

· Model documents available from Geographic Services (new)

· New features:

· Latest language on ASCE structure

· Consistent numbering of Articles

· Some embedded descriptions of “why” and “how”

· Latest language on legal issues

· Updated “revision” process

· ASCE Headquarters

· Geographic Services / Committee on Geographic Units

· ASCE Legal Counsel

· Governing Documents Committee

· ASCE Governing Documents (Official Register) are a great guide

· Officer titles, terms, duties
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· Amending Your Documents

· Obtain the “Model” documents

· Review your documents 

· What (if anything) needs changing

· How “deep” are you going to go? (subsidiary organizations)

· Who is going to do this?

· Officers

· Subcommittee

· Past officers

· Timeline

· Make your revisions

· Review these with your Board

· Get Board approval of the “final” iteration

· Send your revisions “up” for approval / comment (See “Approval”)

· Section:  Committee on Geographic Units (CGU)

· Subsidiary Organization: Section

· More revisions, based on response and comments

· Review and approve by Board

· Resubmit to CGU or Section (if needed)

· Submit revisions for a membership vote (if required)

· Revised documents are official when vote is final & positive

· Submit final copies to CGU (even if approval is not required)

· Approval Authority

· Regions

· Create / Terminate: ASCE Board of Direction

· Initial Documents:  ASCE Board of Direction

· Amend Documents:  ASCE Board of Direction

· Boundary Changes:  ASCE Board of Direction

· Sections

· Create / Terminate: Region Board of Governors

· Initial Documents: ASCE ExCom (recommended by CGU)

· Amend Documents: CGU

· Boundary Changes:  Region Board of Governors (CGU recommends change if boundary affects other Region)
· Branch

· Create / Terminate: Section, with Region Board approval

· Initial Documents: Section

· Amend Documents: Section

· Boundary Changes: Section

· Technical Group (or other Subsidiary Organization)

· Create / Terminate: Section

· Initial Documents: Section

· Amend Documents: Section
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Appendix 3
REGION CALENDAR
Jan./Feb.
Attend Multi-Region Leadership Conference

March 1
The slate of proposed Region nominations, including Society President-elect nominations and Region Director nominations in appropriate years, and all nominations for Region Governors shall be provided to the Society Secretary. 
March 1 
Deadline for submitting committee names of the President-elect Official Nominee(s) selected shall be forwarded to the Secretary by the Chair of the Region Board of Governors. 

June 1
An Organizational Entity may endorse one (1) Nominee for any given office.  The endorsement is limited to a factual statement of the official vote of the governing body and contains no supporting rationale. The endorsement should be provided directly to the Nominee by official correspondence, signed by the Chair.

August 15 
Board of Governors shall provide slates of openings to the Society Secretary

August 30 
Submit Leadership Report to Geographic Services for web update and Official Register

Oct./Nov.
Attend Presidents and Governors Forum and Annual Conference

November 30
Region Annual Report is due at Headquarters
December 1 
Candidates for the office of Geographic Region Governor shall submit a letter of intent to the Geographic Region Nominating Committee 1.
December 8
Chairs of the Geographic Region Board of Governors shall provide the Society Secretary with a written list of all declared President-elect Candidates from their Region.
December 15
Nominations of individuals for the office of President-elect are due by the Region Boards

Appendix 4
FREQUENTLY ASKED QUESTIONS REGARDING THE ELECTION

What is the election cycle?
The Election Cycle commences on December 1, regardless of whether this date falls on a weekend or holiday, and concludes the final date for ballot submission.  

Can an individual endorse a Nominee for office?
Individual Members of the Society may endorse one (1) Nominee for President-elect. The endorsement letter must include the member’s full name, Address of Record, and membership number and be provided directly to the Nominee no later than June 1. 

Can an Organizational Entity endorse a Nominee for office?
An Organizational Entity may endorse one (1) Nominee for any given office. The endorsement is limited to a factual statement of the official vote of the governing body and contains no supporting rationale. The endorsement should be provided directly to the Nominee by official correspondence, signed by the Chair, no later than June 1.

Can a Non-ASCE Organization endorse a Nominee for office?

Endorsements from non-ASCE organizations are not permitted.

We have endorsed a Nominee for office.  Are we permitted to publish our action? 

An Organizational Entity that officially endorses a Nominee may publish the endorsement action in their newsletter and web site.  The endorsement action is simply a factual statement and contains no supporting rationale or discussion of any other Nominee(s).

What campaign literature is permitted?  

Nominees may prepare campaign literature for distribution only after the content has been approved by the Society Secretary.  The literature typically contains the Nominee’s biographical and vision statements, but is not restricted in content or style.  

What campaign activity may an Organizational Entity undertake?
Organizational Entities may distribute the approved campaign literature supplied by the Nominee.  Items such as signs, key chains, pens, buttons, pins, press kits or similar items are not permitted.

In addition, the Organizational Entity may publish information about the Nominees on their web site and newsletter, provided the same information is published for each Nominee within the office.  Organizational Entities should also encourage their members to vote in the national election.  It is a good idea to educate the members on the Society’s governance and explain issues such as non-contested elections.  

We want to invite a Nominee to attend our meeting.  Is that allowed?
Organizational Entities may invite Nominees to attend their event, provided all Nominees for the same position are extended the same invitation at least thirty (30) days in advance of the meeting.  Nominees may make a presentation to the meeting attendees regardless of whether all the Nominees accepted the invitation.

· If a Nominee is unavailable to attend the event in person but wishes to participate via alternative means, the Organizational Entity shall make the necessary arrangements (i.e., conference call, Webex, etc.).

· Nominees who attend a meeting of an Organizational Entity without an invitation may not make a presentation to those in attendance.  

· The only exception to the invitation procedures is that Nominees may address their assigned Section, Branch or Primary Institute without a formal invitation being extended to the remaining Nominees who have an Address of Record outside the Section or Branch, or have designated another Institute as their Primary Institute.   Nonetheless, an Organizational Entity or Region is encouraged to extend a formal invitation to all Candidates and Nominees for the office of President-elect, regardless of their Address of Record.

If a Nominee attends our function are we required to reimburse them?

Nominees are responsible for all travel related costs when accepting an invitation from an Organizational Entity.  Nominees do have a limit on the amount of funds they may spend when pursuing office.  

Can we make our membership information available?
Organizational Entities shall not provide membership lists of address records or e-mail addresses to Nominees or their supporters.

What information can we publish?
An Organizational Entity may publish information on Nominees that is obtained from the Society Secretary, provided the Organizational Entity publishes the same information for all Nominees for the same office.  Information available typically includes the biographical and vision statements.  In the event of a contested election additional information may be available.

An Organizational Entity may publish its endorsement action on their web site and in their newsletters.

Last update August 5, 2009 


