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GUIDELINES FOR CONDUCTING CHAPTERS REGIONAL CONFERENCES

CRC Business Meeting Minutes – Sample Template
ASHRAE Region __ Chapter’s Regional Conference <Year>
Date
Call to Order/Opening Remarks

Call to order at ____ a.m. by [DRC Name]
Opening remarks by [DRC Name]
Appointment of Secretary

[DRC Name] asked for a motion by _____ Chapter delegate _______ to appoint ___________ as Secretary of the meeting.  The motion was seconded on the floor and the vote was unanimous.

Appointment of Parliamentarian

____________ appointed _____________ as Parliamentarian.  Mr. _____________ charge is to enforce that Roberts Rules of Orders are followed during the meeting.

Roll Call of Delegates and Alternates – Business Meeting by _________________
	Chapter
	Title
	First Name
	Last Name
	

	
	CRC Delegate
	
	
	Present

	
	CRC Alternate
	
	
	Present

	
	CRC Delegate
	
	
	Present

	
	CRC Alternate
	
	
	Present

	
	CRC Delegate
	
	
	Present

	
	CRC Alternate
	
	
	Present

	
	CRC Delegate
	
	
	Present

	
	CRC Alternate
	
	
	Present

	
	CRC Delegate
	
	
	Present

	
	CRC Alternate
	
	
	Present

	
	CRC Delegate
	
	
	Present

	
	CRC Alternate
	
	
	Present

	
	CRC Delegate 
	
	
	Present

	
	CRC Alternate
	
	
	Present

	
	CRC Delegate
	
	
	Present

	
	CRC Delegate
	
	
	Present

	
	CRC Alternate
	
	
	Present

	
	CRC Delegate
	
	
	Present

	
	CRC Alternate
	
	
	Present

	
	CRC Delegate
	
	
	Present

	
	CRC Alternate
	
	
	Present

	
	CRC Delegate 
	
	
	Present

	
	CRC Alternate
	
	
	Present

	
	CRC Delegate
	
	
	Present

	
	CRC Alternate
	
	
	Present


Introduction of Attendees
[DRC Name]
	Name
	Title
	

	
	Society Treasurer
	Present

	
	Society Vice President
	Present

	
	Staff Member
	Present

	
	CRC Chair
	Present

	
	ARC
	Present

	
	Regional Webmaster
	Present

	
	RVC, Chapter Technology Transfer
	Present

	
	RVC, Research Promotion
	Present

	
	RVC, Student Activities
	Present

	
	RVC, Government Affairs
	Present

	
	RVC, Young Engineers in ASHRAE
	Present

	
	RVC, Membership Promotion
	Present

	
	Nominating Member
	Present

	
	Nominating Alternate
	Present

	
	Regional Historian
	Present

	
	Regional Treasurer
	Present


Acknowledgement of Visiting Members in Audience

Review of Agenda –  [DRC Name] – No additions requested

Vice-Presidential Presentation – [Name]
ASHRAE Staff Report – [Name]
Approval of [Year] CRC Minutes

Motion to approve the minutes by [Name], seconded by [Name], ________ Chapter.  Motion passed, unanimously.  

Regional Reports

Region Chair [DRC Name]
Government Affairs Report – [Name]
Student Activities – [Name]
Chapter Technology Transfer Report – [Name]
Membership Promotion – [Name]
ARC Report – [Name]
Research Promotion – [Name]
Young Engineers in ASHRAE – [Name]

Nominating Committee Member – [Name]
Historical Committee Report – [Name]
Treasurer’s Report - [Name]
Regional Web Site Report – [Name]
Chapter Reports and Reading of Motions
Motions will only be read. No voting took place.

Motion Identification No.   Region #YR-01
Moved by:  ______________ Chapter Delegate

Motion: 

Background Information:  
Fiscal Impact:  
Motion Identification No.   Region #-YR-02
Moved by:  ______________ Chapter Delegate.

Motion: 

Background Information:  
Fiscal Impact:  
Chapter Reports – Chapter Delegates

Adjournment

Chapter Reports Continued [Date]
Motions and Resolutions

Motion Identification No.   Region #-YR-01

Moved by:  ______________ Chapter Delegate.

Motion: 

Background Information:  
Fiscal Impact:  
Discussion:  

Vote Count:  For:        Against:        Abstained:       (      not voting)

Old Business

Adjournment

Meeting was adjourned at _________.

APPENDIX DF
APPENDIX DF

