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1. INTRODUCTION
The Manual of Procedures (MOP) of a Standing Committee is a document developed within the committee to describe the methods and procedures by which the committee accomplishes the duties and responsibilities assigned to it.  The MOP is an internal document of the committee for its own guidance.  The MOP requires approval of the committee and the body to which it reports.  Appendices are a part of the MOP and therefore require approval by the reporting body. 

Abbreviations:

MOP

Manual of Procedures


BOD

Board of Directors



ROB

Rules of the Board

HVAC&R
Heating, Ventilating Air-conditioning & Refrigeration


PEC

Publishing & Education Council

2. SCOPE AND PURPOSE
The Historical Committee shall encourage and carry on historical research and provide support to history-related activities of the Society. 
3.
GENERAL COMMITTEE GOALS
3.1
To sponsor, encourage and conduct research into the history of advances of the arts and sciences of HVAC&R.
3.2
To conduct historical symposiums, seminars, etc. and sponsor historical displays

 
at Society meetings.  
3.3
To encourage authorship and publication of articles of a historical nature.

3.4 
Locate and identify items of historical significance and determine if such items may be moved to more convenient and available locations in each region or chapter.

3.5
Encourage regional and chapter historians to gather information and artifacts to be located in a convenient and available location in each region or chapter.

3.6
Maintain a repository and catalog of literature of historical significance.

3.7
To work in close cooperation with the PEC to accomplish Society strategic plan goals and objectives.

3.8
To maintain a MOP that describes the committee’s overall methods and procedures of operation.

3.9
To solicit nominees for the Lou Flagg Award, evaluate their historical presentations to determine the most outstanding for the previous year and to forward the name of the recommended award recipient to the Honors and Awards Committee at the winter meeting.

3.10 
This committee shall develop procedures for recommending updates to the strategic plan on a continuous basis. As a minimum the committee shall submit a report to the council at a time determined by the Planning Committee. The report includes the current status of each activity which supports the fulfillment of the committee’s assignments under the strategic plan. The committee shall report to the council all recommendations for changes to the strategic plan as provided by the committee’s constituents prior to the Annual Meeting.
4.
SUBCOMMITTEES
4.1
The chair of the committee may form subcommittees to conduct the business of the committee in a practical and efficient manner.  As conditions change, existing subcommittees may be dissolved and others created.

4.2
The chair shall appoint various committee members to subcommittees.  

5.
 FINANCIAL

5.1
The chair with the assistance of the staff liaison, shall review the committee’s budget and fiscal plan each year.

6.
MEMBERSHIP
6.1
Membership of the committee shall consist of nine voting members.  One of the nine shall be appointed as chair and one as vice chair.

6.2
The Regional Historian from each ASHRAE region is assigned as a non-voting corresponding member of the committee.

6.3
A Board Ex-Officio and Coordinating Officer are also assigned to the committee. 
QUALIFICATIONS

6.4
It is recommended that at least one committee member be from outside the United States.

TERM OF SERVICE

6.5
Service on this committee is intended to be for a three year period.  Appointments are made, however, each year by the President-Elect for the administrative year covered by that term.
6.6
The chair of the committee shall be a non-voting member of the PEC.

7.
RESPONSIBILITIES OF THE CHAIR

7.1
Set objectives for the committee prior to each Society year.    A status report of 
the objectives will be included in the committee's report to PEC at the Winter and Annual Meetings and a copy of the report will be sent to the assistant to the BOD at ASHRAE Headquarters.  
7.2
Prepare the agenda with the assistance of the staff liaison prior to each committee meeting.
7.3
Conduct each committee meeting, appoint subcommittees to accomplish the committee objectives for the year and assign tasks to committee members.
7.4
Write a report of committee activities, with the assistance of the staff liaison, at the conclusion of each committee meeting for submission to the PEC.
7.5
Assign experienced committee members to serve as mentors for incoming committee members.  
8.
RESPONSIBILITIES OF THE VICE CHAIR
8.1
Assume responsibilities of the chair in his/her absence.
8.2
Serve as chair or as a member of subcommittees and be responsible for completion of other tasks as assigned by chair.
8.3
Prepare for the assumption of the position of chair prior to turnover at the Annual Meeting. 



9.
RESPONSIBILITIES OF COMMITTEE MEMBERS
9.1
Attend Winter and Annual Meetings of the Society. 
9.2
Serve as chair of an assigned subcommittee.
            9.3       Serve as a member of one or more assigned subcommittees and take responsibility 
  

          for the completion of other tasks as assigned by chair.
10.
RESPONSIBILITIES OF CONSULTANTS
10.1
Attend Winter and Annual Meetings of the Society. 
10.2
Serve as a member of one or more subcommittees and take responsibility for completion of other tasks as assigned by chair.
10.3
Provide input or establish programs for the committee in the area of expertise for which the consultant has been appointed. 
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