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Things left to do:

· Insert annual plan/calendar of deadlines from Vijay
Online Resources
· GOOGLE CALENDARS for public events (meetings, etc) and for board members (deadline reminders, etc)

· Current administrators are andreosae@gmail.com; Rebecca.bauman@gmail.com; wheeljawk@gmail.com
· Maintained by the current secretary (or as delegated by secretary)
· Administrators can make updates to the public calendar can be made by logging in to one’s own Gmail or Google Calendar account and adding or deleting events to the Oregon SAE Public Calendar just as if it was their own.

· MAILING LISTS at www.freelists.org
· Osaeboard

· To subscribe:http://www.freelists.org/list/osaeboard 

· To unsubscribe send email to osaeboard-request@freelists.org with “unsubscribe” in the Subject
· Archives are available at: http://www.freelists.org/archives/osaeboard/ 

· Go to www.freelists.org and register if you don’t already have an account

· Ask current administrators to add you as an administrator if necessary

· vijayakumar.gopalswamy@daimler.com; Katie-jo.knudson@daimler.com are administrators

· As an administrator, you can change the list’s settings, add/remove users, etc

· Maintained by the current chair (or as delegated by chair)

· Osaeconrod


· To subscribe:http://www.freelists.org/list/osaeconrod 

· To unsubscribe send email to osaeconrod-request@freelists.org with “unsubscribe” in the Subject
· Archives are available at: http://www.freelists.org/archives/osaeconrod/
· To add a form on our website for people to subscribe/unsubscribe to the list check out this page: http://www.freelists.org/lists/subscription.html 

· Go to www.freelists.org and register if you don’t already have an account

· Ask current administrators to add you as an administrator if necessary

· Ross.nelson@daimler.com; Katie-jo.knudson@daimler.com are adminstrators

· As an administrator, you can change the list’s settings, add/remove users, etc

· Maintained by the current newsletter editor (or as delegated by editor)
· MEMBERSHIP LIST

· Access this information regularly through your ftp site Ftp://ms053:g8r7e0p1@ftp.sae.org.  When you click on that link, it will open a browser where you’ll see several files:

· profile                           Ignore this

· ms053.csv                    Current paid members

· ms053.xls                     Ignore this (it’s two years old)

· ms053mtd.csv              New Section members month to date 

· ms053non.csv              People whose membership has expired within the past 90 days

· ms053s.csv                  Student members

· ms053ytd.csv               New Section members year to date
· SAE INTERNATIONAL CONTACTS
· Sections representative – Diane McGuire (DMcGuire@sae.org) 

· Younger member activities – Kim Cannon (KCannon@sae.org)

· Section programs manager – Brian Taylor (brian@sae.org) 

· Inviting SAE speakers – Janiece Lang (jlang@sae.org)

· AWIM activities – Darlene Geweth (dgeweth@sae.org) 
· Section administrations (reimbursements, reports, etc) – Claudia Ross (ross@sae.org) 

· WEB SERVER
· Maintained by Oregon SAE Webmaster

· Contact info: 
· GarageISP LLC

2373 N.W. 185th Avenue #647

Hillsboro OR, 97124
(503)702-3957

· Brian Robison (brian@garageisp.com)
· Upload files to ftp.oregonsae.org as the username; password to be determined by webmaster.  Password expires every 90 days, change prior to then by going to https://webmail.garageisp.com.  Login with oregonsae as the user name, current password.  Then go to options to change the password.  If password already expires, system will prompt to change immediately once you’re logged in
· File storage (100GB)

· Email forwarding addresses must be set up by Brian Robison.  Email forwarding; currently set up for:

· investment@oregonsae.org => 

· chair@oregonsae.org => 

· treasurer@oregonsae.org =>

· secretary@oregonsae.org =>

· tech@oregonsae.org =>
· lunch@oregonsae.org =>

· students@oregonsae.org =>

· motorsports@oregonsae.org =>

· companyrep@oregonsae.org =>

· awim@oregonsae.org =>

· newsletter@oregonsae.org =>

· webmaster@oregonsae.org =>

Lunch and Evening Tech Meeting Guidelines

GENERAL INFO:

· Meetings are to be self sufficient; plan for the meeting to be at $0 net loss

· Locations are to be determined based on member considerations

· Food/drink are not required at each meeting

· Non members are to be charged at least 10% above member cost

· Speakers’ dinner cost are covered by the section and to be included in the meeting’s budget

· Meetings that are projected to be at a loss require board approval

· Room charge/service charge/tips need to be included in the meeting’s budget

· Avoid minimum charges (minimum head count, minimum order, etc) at all cost

· Meeting topic should match the meeting accommodations

· Prepaid RSVP is a good way to manage large and expensive meetings

· Lunch and Tech meetings need to be planned at least 3 months in advance and solidified at least 2 months in advance

· Meetings that may be budgeted for a net loss with board approval should be limited to:

· primarily serve students’ needs (Student Night, Career Info Seminar, Resume Night; these were budgeted under student support)
· primarily serve younger members’ needs (budgeted separately)

· primarily serve AWIM development/K-12 activities (budgeted separately)
· Profit from the meetings are to be used to fund student activities 

· Thank you certificates should be presented to the speakers; signed by chair and meeting organizer

LUNCH MEETINGS:

· Not to exceed $10.00 member cost without board approval

· Students are to be charged $5 or less

EVENING TECH MEETINGS:

· Not to exceed $20 member cost without board approval

· Students are to be charged $10 or less

LOCATION SUGGESTIONS:

· Roundtable Pizza in Beaverton

· JJ North’s

· Elmer’s at Delta Park

· Old Spaghetti Factory (Clackamas/Portland)

· Any member company facility such as NACCO Materials Handling, Allied Systems, Freightliner’s Corporate Conference Center, Freightliner’s Truck Headquarters’ cafeteria

· Any restaurant with a quiet meeting room and reasonable room charge

LESSONS LEARNED
· Great topics bring out the crowds

· Customer is looking for value in the meal.  It doesn’t need to be “gourmet” but good enough for the money

· Location doesn't matter if good topic; many people from west side of Portland attend east side events and vice versa
· Reminder emails sent out a few days before reservation deadline for Eve Techs and the day of for Friday Noon’s is very effective at capturing attendance

· Sticking to the time frame established is critical for the perception of consistent quality to the customer.  SAE needs to be sensitive and respectful to those who have limited time budgets

· Comfort of chairs, cleanliness, adequate ventilation, etc is part of the SAE experience the customer is receiving.  Make sure they reflect the experience we want to leave with them.

IDEAS
· Have the student chapters select a speaker from the Experts on Tour list (one/calendar year paid by SAE International).  This event may result in a net income for the student chapter and they are free to use the proceeds for their chapter’s needs
· http://students.sae.org/chapters/lectureship/about.htm
· http://students.sae.org/chapters/lectureship/lecturers.htm
· http://students.sae.org/chapters/lectureship/instruct.htm
· OSAE to select a speaker from Section Speakers Bureau (one/calendar year paid by SAE International).  http://www.sae.org/globalsections/sections/localactivities/
Officer Duties and Goals

CHAIR
Tasks:

· 4 Quarterly Planning Board Meetings and 6-7 action board meetings or 10-11 board meetings
· Chairman’s dinner to appreciate past board members

· Host/be present at as many events as possible (share with VP and Lunch/Evening Tech Coordinators/other board members) 
· Fill in and submit end of year report to SAE International

· Fill in and submit operational budget and plan at the beginning of the year
· Invite selected members to Winter Social via personal email and/or phone calls

· Help write and sign new member welcome letters
· Write a comment on the “75 years of Oregon SAE” document
Goals:

· Contact local company executives for introductions/company support
· Start a committee to nominate members for Distinguished Member and Distinguished Younger Member Awards

· Get a welcoming committee started to welcome new members
· Ensure that the following annual events are considered and when approved, run smoothly (in approximate chronological order):

· Summer Social (multi-organization with ASME, ASCE, IEEE, etc)

· Plan early for the Author on Tour and Section Speaker Bureau meetings

· Student Grant committee are formed and have met to update the grant instructions before the Student Night (usually in Sept/Oct)

· Student Night (make sure the professional members “grade” the presentations for the grant award)

· Select board member(s) to send to Section Officers Leadership Seminar

· Winter Social

· Gokart racing series (2-3/yr)

· Career Night(s) events (presentations, resume review, mock interview, job fair)

· Student Grant committee meets to determine amount of award to each school; need to send the school(s) feedback

· School visits are arranged to award the checks

· Hand-off meeting to new officers

· Chairman’s dinner
· Ensure documents and reports are sent to SAE International headquarters
· Operational Plan

· YES report

· Executive officers’ list

TREASURER
Tasks:

· Keep monthly bookkeeping and report to the board

· Send quarterly financial report to headquarters
· Fill in and submit end of year report to SE International

· Fill in and submit operational budget and plan at the beginning of the year

· Acting Vice Chair of the Governing Board
Goals:

· Keep improving the way we report and record budget items; maybe even tie in meeting information to seamlessly integrate with budget reports
VICE CHAIR LUNCH MEETINGS
Tasks:

· Remind past chairs of their lunch meeting responsibilities

· Keep some topics in the back burner
· Attend as many of the meetings to make sure they run well

· Keep meeting topic ideas list up to date

· Solidify lunch meetings 2 months in advance and notify coordinators 6 months ahead

· Assist lunch meeting coordinators with logistics/meeting ideas

· Ask the presenter if we can post the presentation material and make sure the webmaster gets the file to be posted
· Make sure the ConRod editor gets the meeting info at least a week before the end of the month prior to the ConRod publication
Goals:

· Keep a good variety of topic for lunch meetings

· Have 10 or so lunch meetings a year
VC EVENING TECH MEETINGS
Tasks:

· Arrange tech meetings or coordinate with other members to arrange tech meetings
· Should include the following:

· Winter Social

· One company tour

· Large meeting with speaker from the SSB

· Summer Social

· Keep some topics as emergency backups; keep meeting topic ideas list up to date
· Coordinate with VC Student Activities for the student sections to invite an SAE Industrial Lecture Program (more info here: http://students.sae.org/chapters/lectureship/about.htm and list of speakers here: http://students.sae.org/chapters/lectureship/lecturers.htm)
· Have one meeting/calendar year by inviting a member of the Speakers Bureau (see the list at http://www.sae.org/globalsections/sections/localactivities/)
· Set up Winter Social and Summer Social

· Try to arrange 1-2 Saturday Professional Development Seminars
· Make sure the ConRod editor gets the meeting info at least a week before the end of the month prior to the ConRod publication
· Ask the presenter if we can post the presentation material and make sure the webmaster gets the file to be posted
Goals:

· Have at least 2 meetings that can count as professional development hours (high technical content)
· Have 8 or more evening meeting a year

· Arrange meetings and solidify them 60 days ahead of time

· Arrange for several coordinators to help with meeting set up or even have them arrange the meeting on their own.  Ideally, have enough coordinators so they only have to do one per year
CONROD EDITOR
Tasks:

· Publish the Conrod by the 5th of each month
· Send email reminders the week of all meetings
· Make sure ConRod info is received in time; remind people responsible for submission
· Keep mailing list up to date with the latest members and requests to unsubscribe
SECRETARY
Tasks:
· Attend board meetings

· Supply meeting minutes in a timely manner (preferably within 14 days)

· Work closely with the webmaster to keep documents updated
· Work closely with the chair to make sure board meeting agenda is sent out prior to the meeting

· Keep Google Calendar up to date

· Inform the public of the more interesting meeting subjects

· Inform the public of OSAE’s community activities and involvements

· Maintain official documents as necessary with the assistance of the document creator/person responsible for contents.  Also responsible for change management of the documents
· Maintain a volunteer base for Public Relations purposes (ie email news media of exciting meetings, etc)
· Work with event planner to promote events as deemed necessary

· Work with the board to write the new member welcome letter
Goals:

· keep section official documents up to date
· keep meeting minutes archived
VC MEMBERSHIP
Tasks:
· Actively seeking creative ways to promote and retain membership in the local section
Goals:

· Increase membership 

· Increase community involvement

· Interact with other professional societies (IEEE, ASME, SWE)
VC MOTORSPORTS ACTIVITIES
Tasks:
· Set up gokarting events (Typically in January; try to have 2-3 different ones along the year)

· Actively look for motorsports related activities

· Behind the scenes of races at PIR

· Something related to Portland Auto Show

· Invite a speaker related to motorsports

· Keep in touch with local car clubs and have meetings with them
Goals:

· Have fun activities for younger members (gokarting)

· Have technical motorsports related activities/meetings
WEBMASTER
· Maintain the www.oregonsae.org website for contents

· Update the website with links to the new monthly newsletters and change the lunch meeting and evening tech announcement

· Website to be used as an archive of OSAE documents
· Backup website and documents to a safe location
VC AWIM/K-12 EDUCATION
Tasks:

· Make sure someone attends PSU Engineering Week

· Keep in touch with Oregon MESA 

Goals:

· Get involved as a mentor volunteer to understand challenges better 

· Determine who in Oregon is using the program

· Create a brochure to attract new schools -Set up a mentor recruitment system

· Maintain status quo of school participation levels

· Work with the secretary in informing the public of OSAE’s AWIM program

· Stay in touch with the schools currently participating

· Contact schools who are not participating

· Maintain a list of currently participating mentors and teachers

· Pursue different ways for more mentors and school participation

· Actively recruit more volunteers for the AWIM board (especially local contact manager so OSAE can grow its AWIM participation areas)
· Arrange for the annual AWIM Participation day
· Invite current teachers and mentors
· Invite the public and potential mentors/teachers
· Demonstrate how AWIM can be helpful to the curriculum
· Hands on trial of the AWIM modules

Contact info for existing local events:
· Marcia Fischer, PSU Engineering Week in February, contact her at least by January (fischerm@cecs.pdx.edu; 503 725-4289)

· Sharon Rodecap, Linn Benton Comm. Coll. Future Teachers Conference in February, contact her at least by December (Sharon.Rodecap@linnbenton.edu ; 541-917-4757)
· David Coronado, Oregon MESA Director, (davidc@cecs.pdx.edu; 503-725-4268)
VC STUDENT ACTIVITIES:

Tasks:

· Arrange Student Night in September/October

· Arrange Career Seminars in (Feb-March-April)

· Visit each school as time permits
· Create feedback form for student teams’ presentations during Student Night
· Set up the Student Project Grant Committee
· Invite individual engineering managers/members to Student Night for the students to interact with
Goals:

· Increase student membership (especially involvement)

· Increase crossover from student to professional membership

· Maintain current list of student names and email addresses (usually obtained during the annual Student Night)

· Pursue different ways on how to get more college students to attend the meetings

· Send at least a monthly reminder of upcoming events (from Conrod) to at least the chair of each student chapter (preferably to each student members)

· Find out which local company hired local students and how many, as well as what out of state company our students are working at after graduation

· Arrange for the annual Student Night
· Arrange for the annual series of Career Skills Night

· Traditionally the first seminar is to encourage the students to be aware of the importance of networking (usually includes bringing in new engineers, how they got their jobs, what they do, how OSAE can help, maybe bring a main speaker on a related topic).  Contact recent graduates and have them talk about how they got the job and what they’re doing

· The second one is to bring in experienced engineers (especially managers)  to talk about what they’re looking for in a resume (what kind of details and experiences, how the resume should be arranged, what kind of info) and how they select the applicants
· The third one is resume review night.  Bring in several experienced engineers and set up several tables for each of them to sit at; students will then come to them one at a time for the engineer to review the resume.  Set it up more like a speed dating event

Career Skills Night notes:

Brief description of my goals for each of the seminars:

1. Invite newly graduated engineers to talk about how they got their job, what they're doing, their experience in looking for a job, stress the importance of networking and being involved with professional organizations.  The first two times I did it, I had more than MEs, I also had Civils and EE (I invited ASME, ASCE, SAE, IEEE and other student chapters from each school who had them).  Basically the night involved a brief description of who SAE is and what Oregon SAE does (I couldn't get IEEE, ASCE and ASME professional representative to come).  Don't forget about SWE.

2. Invite a speaker to get into some of the required skills to apply for jobs (communication skills, etc; an HR person from an engineering company would be good).  Also invite more experienced engineers (especially engineering managers, engineering company owners, 
etc) to talk about what they would expect to see on a resume and what they would expect on an interview.

3. Resume swap night.  Invite as many engineers as you can (especially the experienced ones and the ones who hires engineers) and give each engineer a table with 2 chairs.  The students will rotate through each engineer every 5 minutes or so.  This way their resume can be seen and commented on by many engineers.

Notes:

· for 2 and 3, when you talk to the experienced engineers, make sure you also mention of the resume swap night.  It'll be good to see them able to come for both events.

· for 3, encourage students to bring several copies of their resume, that way each engineer looking at the resume will see a fresh resume.  Another good idea is for the students to bring in business cards with their info

· for 2, while a main speaker is not required, a good speaker can make it very informative (more so than just the engineers)

· for 1, 2 and 3, some engineers are more talkative than others so make sure they are aware of time limitations

· Combining 1 and 2 can be as simple as inviting many engineers (both new and experienced) to talk to the students about the above topics

· The agenda can be something like this:

· 1-2 minute intro

· new engineers talk (4-8 of them, totalling 30-45 mnts)

· representative from local professional chapter talk about how to contact them and what they do (up to 30 minutes if there are a lot of them who comes)

· experienced engineers talk (4-8 of them totalling 30-45 mnts)

· Keep total time to be 1.5hrs or so of presentation and .5 hours of eating (ie start at 6:00, presentation at 6:30).  The shorter presentation + eating time (total of 1hr 45mnts or less), more time for Q&A which seems to go over quite well.  Again inform the engineers to keep Q&A answers reasonable, you might have to prod things along.

· Best to keep the eating time short (eat while presenting, give the presenters time to eat first though), more time for Q&A later.
Annual Sub Committees
STUDENT PROJECT GRANT COMMITTEE
Each year, the students are invited to participate in the Oregon SAE Student Project Grant process.  Since the inception of the investment fund, OSAE has decided to give away some money to teams participating in the SAE Collegiate Design Series.  The teams are required to do a presentation during the annual Student Night, send in a progress report and a budget and a one page report with pictures on how they did at the competition.  This committee is formed to do two things:

· review the grant process, procedures and goals prior to each year’s Student Night event

· review the team’s submitted reports, budgetary needs, performance during presentation and decide how much money to be given to each team

Example Grant Procedure (2007):

At A Glance 

· Fall (Beginning of school year) – Oral Presentation to OSAE, included previous year’s results and current year’s plans. 

· March 1st – Progress Reports Due to OSAE. 

· Early in April - Money donated to teams from OSAE. 

· 2 weeks after competition – Written summary of competition due to OSAE. 

Read the following for more details: 

Introduction 

The SAE Oregon Section fully supports the competitions as a means by which learning can occur.  We feel that the competitions foster the development of students as engineers.  To that end, the Oregon Section would like to help each team achieve the goal of attending and competing at the event of their choice.  The purpose of this document is to outline the SAE Oregon Section requirements for student sections of SAE wanting to participate in the Oregon Section scholarship program.   

Who can participate in the Program? 

The scholarship program is available to teams of individuals composed of SAE student members who are planning on and show promise in fully participating in any of the SAE sponsored collegiate design competitions.  Full participation is to be meant as entering and attending the actual competition event organized by SAE.  Funding is not limited to one team per school. 

What Projects are eligible for funding? 

The projects eligible for funding are any leading to the attendance of at least one of the SAE sponsored/organized collegiate competitions. 

General Requirements to teams asking for funding: 

To prevent from blindly giving money to each team, milestones have been defined that a successful team will pass through on their way to competing successfully at competition.  The Oregon Section would like to witness this progress as evidence that the funding we are providing is being used as it was intended; to help students with the monetary cost of constructing a design and attending one of the SAE collegiate design competitions. 

The Three Milestones 

Milestone I - Initial Design 

Give a 15-minute oral proposal presentation to attending section members at the Annual Student Night meeting, done in the fall.  OIT students are exempted from attending the Annual Student night, but are required to schedule a conference call or WebEx style meeting with the Student Activities Committee to give their presentation (contact students@oregonsae.org to set this up).  The oral presentation should be considered the formal declaration that a team has been formed with full intent of competing in the chosen event.  Oral Presentation to include: 

· Competition being entered by the team 

· A quick wrap up of the previous year’s results, if applicable 

· An outline of a design plan or finished conceptual design 

· An overall estimated project cost 

· A handout with the current team list with names and contact information  

Milestone II - Progress Report 

Progress report due by March 1st. Send via email to students@oregonsae.org.  A confirmation email will be sent when we received your report.  If you did not receive the email from us, please contact us. 

The progress report shall adhere to the following requirements: 

· 1 page maximum of text plus additional pages for pictures, graphs and tables as referenced in the text. (Content text should be in an executive summary style focusing on your updates and progress). 

· Save your file as a .PDF with the naming convention of:  competitionname_schoolname_yearcompeting.pdf.  (e.g. FormulaSAE_OSU_2007.pdf) 

· Please limit the file size to 5MB when emailing the report.  Most email programs will not deliver if over this size. 

The following areas of the Progress Report will be scored: 

· Progress – Please answer the following questions as thoroughly as possible. 

· What has the team accomplished since the Initial Design Presentation? 

· What has yet to be done to attend the competition? 

· Budget 

· A costing sheet must be included and shall, at a minimum, consist of the following.  We may exercise our right to deny funding if not included.

· For each budget item, list the value of material, labor, or monetary donations already collected and still needed to complete the project.

· Travel expense breakdown. List the value of all forms of donations already raised and still needed that can apply to budgeted travel expenses.
· Please see a good example of a budget spreadsheet here:  http://www.oregonsae.org/Students/Collegiate/Grant/CostSheetExample.xls

· Profesionalism

· Oral and written presentation quality

· Design and technical content 

Funding will be dispersed before teams depart to competition (April-May timeframe). The scholarship committee will review each progress report and either mail or make a personal visit to the team to deliver the check.  The amount of the funding will vary depending on the Oregon section’s budget, number of teams asking for assistance, financial need for project completion and competition attendance, and design and presentation merit. 

Funding can be withheld if either Milestone I or II criteria are not met to the Student Project Grant Procedures
Please contact us at students@oregonsae.org if you have any questions at any time 

Milestone III - Final Written Summary 

Give a written summary after attending the competition to the Vice-Chair of Student Activities of OSAE (students@oregonsae.org).  The written summary should be sent within 2 weeks after competition.  

This can be in the form of a letter or sent electronically via email.  Tell us how well you performed and what you’ve learned.  Share with us the experience of the project as a whole.  We’re not looking for a lengthy document, a simple one-page summary is sufficient.  Please include team and competition pictures if you have them.  This summary is wanted so that an update to the SAE members can be made, informing them of the outcome of the competitions.  A more formal oral summary presentation is done the following year during the Annual Student Night meeting in conjunction with the oral proposal presentation.   

Failure to complete Milestone III may result in decreased funding for future projects at your school. 

Any questions, comments, or concerns please email: 

students@oregonsae.org 
LONG TERM PLANNING COMMITTEE
Oregon SAE Long Term Planning Committee
Committee Goals:

· To provide a proposal of 3, 5 and 10 year plans to the current board

· To review previous year’s 3, 5 and 10 year plans and make changes if necessary to be proposed as the current year’s plans

· To propose long term activities for 2-3 years beyond the current year

· To select future board member nominations as well as who to send to Section Officers Leadership Seminar (SOLS)

Member Criteria:

· Must be a past chair of Oregon SAE

OR

· Have been an Oregon SAE board member for 3 years or more

OR

· Have been a section’s board member (other than Oregon’s) for 5 years or more

OR

· Approved by at least 2/3 of the current committee members

Member Approval Procedure:
· Approved by at least 2/3 of the current committee members

Committee Tasks:
· To meet at least twice a year:

· Once between June and December

· To come up with new activity ideas (mainly brainstorm for ideas)

· To select board members/or general members to be sent to SOLS in January

· Once more between January and May

· To update/create 3, 5 and 10 year plan

· To weed new activity ideas from previous committee meetings/discussions to 3 or so and provide a very rough plan to accomplish them (ie, make sure the ideas are doable in the time frame available.  Maybe even suggest a “lead” who’s passionate about the new ideas)

· To finalize upcoming year governing board nomination

· To propose a 3, 5 and 10 year plans for each year by June’s OSAE board meeting (may be as simple as reviewing previous year’s and making updates as necessary)

· To propose new activities and a rough plan on accomplishing these new activities; to be implemented 2 or more years from the current year

· OSAE governing board may request additional topics to be discussed at the committee meeting (such as long term investment plan, creating a self sustaining Student Project Grant Fund by having continuous fund raising efforts, etc).  This committee will decide if there’s enough new topics to be discussed in additional meeting(s)

INVESTMENT COMMITTEE
Oregon Section SAE Investment Committee
Committee By-Laws

Approved at OSAE Board meeting on Oct 23, 2007

RESPONSIBILITY

The Oregon Section SAE Investment Committee is primarily responsible for investing the funds formerly known as the Oregon Section West Coast Meeting funds and the Art Dillinger Memorial TP fund.  The only stipulation assigned by the trustees of both funds (Bill Riersgaard, Terry Dovre, Roy Goecks and Dennis Maze - Deceased) was that the funds should not be used for normal operating expenses and that the fund principal, when invested, should not intentionally be permitted to fall below the initial principal amount of $34,011.  The committee may also be responsible for investing any other funds that become available beyond the needs of the current treasurer’s responsibility for operating expenses. 

This committee is not responsible for soliciting contributions or for making disbursement decisions.

Within constraints of investment fund options of Vanguard Funds, the Investment Committee meets to direct funds to be invested in any of the available funds within the Vanguard Group.

The Vanguard Group was chosen, because at the time of decision, their rates of return were above average and the annual expense ratio was low for all funds considered.  Also, Vanguard Group has a wide range of special purpose funds to suit all investment needs.

REPORTING


The committee shall report all gains, losses and current balance to the board within 30 days of receiving the quarterly statement from Vanguard Funds.  In the same time frame, committee members shall meet via phone, email or in person to vote on the investment choice of their share (see voting below) of the fund for the next quarter.

INVESTMENT GOALS

The investment goals of the Investment Committee are to maximize the annual rate of return on the available funds during a one-year period.  This is accomplished by allowing the committee freedom to invest in different investment vehicles and to make changes at least four times per year. 

Explanation: The professional managers at the Vanguard funds put 100% of each fund into a specific class of investments; such as High Yielding Equities, Energy Equities, Short Term Corporate Bonds, and Long Term Federal Bonds etc.  By moving into and out of investment classes within the Vanguard Group, the Investment Committee reduces risk in a down market.

VOTING

Each member is responsible for 1/N of the investment decision, where N is the current number of members.  Each member may choose one or more fund(s) (within the Vanguard Group) to hold his 1/N of the available funds for the next calendar quarter.  

Voting is conducted quarterly, for the next quarter after receiving the quarterly statement. However, if any committee member believes that market conditions warrant an immediate change, he may notify the others and call for a meeting.

DISBURSEMENT

Funds available for disbursement are all funds in excess of the prescribed account minimum of $34,011.00 as set by the Trustees of the Art Dillinger Memorial Fund, except for Oregon Section funds from other sources which may be subject to different rules for different dedicated purposes.

Actual disbursement amount is directed by the Oregon SAE Board. This committee does not become involved in disbursement decisions, as that is the responsibility of the current board.

All investment disbursement checks are made payable to OREGON SECTION SAE and are deposited in Oregon Section operating bank accounts prior to disbursement.  The Oregon Section Treasurer then disburses the allocated funds as directed by the Board 

COMMITTEE MEMBER QUALIFICATION

Committee membership is voluntary or by appointment.

· At least three committee members must be past chairs of the Oregon Section of SAE.

· At least one member must be over 40 years of age.

· A minimum of three and a maximum of five individuals may be on the committee.

· Membership is for a period of 5 years.

Current committee members:

Mike Eagan – Section Past Chair, Over 40, term began 7/1/03 

Ryan Jefferis - Section Past Chair, term began 7/1/04

Jason Wilkening – Section Past Chair, term began 7/1/05

Anthony Nigro - Section Past Chair, term began 7/1/06

Ross Lisle - Section Past chair, term began 10/1/07

Financial Resources
OPERATING BUDGET
Includes a reserve account as mandated by SAE International.  A financial plan is due at the beginning of the operational year (around Oct 1st) and a financial report is due at the end of the operational year (around Sept 1st).  The report would be easier if we can get an individual financial breakdown from each of the meetings.
VANGUARD INVESTMENTS/TP FUNDS
This fund was formerly known as the Oregon Section West Coast Meeting funds and the Art Dillinger Memorial TP fund.  The only stipulation assigned by the trustees of both funds (Bill Riersgaard, Terry Dovre, Roy Goecks and Dennis Maze - Deceased) was that the funds should not be used for normal operating expenses and that the fund principal, when invested, should not intentionally be permitted to fall below the initial principal amount of $34,011.  Currently this fund is being used to fund the Student Projects Grant on an annual basis.  The investment committee is in charge of the health of this fund and make recommendations on how much can be comfortably taken out.
VANGUARD INVESTMENTS – SAE BAJA SEED
Oregon SAE hosted its first SAE Baja in 2004 and was asked by SAE International to host it again in 2006; ahead of our planned 3 year rotation for hosting.  At the end of both events, there was money left over and was invested separately than the currently existing investments in Vanguard.  Each time, this money is used as seed money for the next SAE Baja (we try for a 3 year rotation).  The investment committee is in charge of the health of this fund and make recommendations on how much can be comfortably taken out.
KENDALL’S YOUNGER MEMBER TRAVEL FUND
John and Betty Kendal put in seed money of $6000 into an account at the SAE Foundation.  The goal for this fund is to be able to fund younger members who want to go to SAE events (World Congress, ComVec, SOLS, etc).  For information on fund amount, etc, contact SAE International; below is a sample letter for reimbursement from the YMTF Committee Chair.
Kendall’s Younger Member Travel Fund
[image: image1.png]TRAVEL FUND AGREEMENT

This agreement, when signed by all partics, establishes a fund at the Society of Automotive
Engineers (SAE) Foundation The donors, the Foundation, and the Board of Governors of
Oregon SAE agiec to follow the guidelines set forth in this contract. This contract can be
amended at any time by mutual consent of the donots, the SAE Foundation, and the officers of
the Oregon Section

NAME OF FUND:  Oregon Section, SAE, Younger Member Travel Fund

PURPOSE OF THE FUND:
This fund, when established, will suppott travel expenses of eligible
applicants to SAE Congress or to major SAE Engincering Symposia in the
US or Canada

CONTACT: Current Chai, Otegon Section SAE Younger Member Travel Fund

AMOUNT AND FREQUENCY OF AWARD:
Annual awards of up to $1000 00 per SAE Calendar year, the calendar
year extending fiom June 1 through May 30, for five years. This amount
may be adjusted for inflation as determined by the Section governing
board, and sufficient funds have been donated for that purpose.
Distribution and frequency of the awards ate dependent upon review and
vote of a simple mejority of the governing board If there is no request for
travel assistance, no awards will be made, and the funds may be added to
the allocation for the following year. If funds are remaining at the end of
five years, they may be awarded in future years, under the constraints of
the Travel Fund.

CAPITAL AMOUNT OF DONATION: $6000 00
CAPITAL DISTRIBUTION:

$1000.00 per calendar year (June 30-May 1) with inflation adjustment of
an additional $100.00 per year Thus;

Year Allowed expenditure
1 $1,000 00
2 1,100.00
3 1,200.00
4 1,300.00
5 1.400.00
Total $6,000 00

REIMBURSEMENT PROCESS:

There is an “Application for Reimbursement” process, as stated elsewhere
in this contract




[image: image2.png]EXPENDITURE RESTRICTIONS:
‘The travel fund will only cover tansportation, lodging, and associated
transportation and lodging taxes. )
1 the funds are not used for two successive years, then the fund will be te-
evaluated by the Section Governing Board and may be expended on other
educational activities of the younger members (as defined under
“Bligibility Requirements”) of the section.
An annual (501C3) accounting of expenditures must be submitted to the
SAE Foundation Managet by the Chair of the Younger Member Travel
Fund Request Comittee.

ELIGIBILITY REQUIREMENTS:
Recipient must be 35 years of age ot under, and a member of the Oregon
Section of the Society of Automotive Engineers. He/she must be either an
Oregon Section officer officially representing the section, ot 2 member
presenting a paper or receiving an awaid

APPLICATION PROCESS:
Application forms for reimbursement are supplied by the section and may
be obtained from the Current Chair, Oregon Section SAE Younger
Menmber Travel Fund Committee
Upon completion, the applicant for reimbursement of travel funds must
submit the form to the Current Chait, Oregon Section SAE Younger
Menmbet Travel Fund Committee

SELECTION PROCEDURE:
All applications will be reviewed by a screening committe, to be
established within the Oregon SAE Governing Boatd to review submitted
tequests The committee’s decision will then be submitted to the entire.
‘goveming board for approval by simple majority.

REIMBURSEMENT PROCESS:
Upon receipt of a letter under section letterhead from the Younger
Member Travel Fund Committee Chait and containing the following
items, a reimbuisement check will be sent from the SAE foundation to that
person The letter must contain;

1) The name, address, and Social Security number of the
individual  to be reimbursed. The Social Security number is
tequired for tax purposes

2) The original receipts for travel expenditures, as defined under
“Expenditure Restrictions.”



[image: image3.png]EXPENDITURE AUTHORIZATION FROM THIS FUND:
Society Of Automotive Engineets Foundation Executive Directoi.
“Seromtearkdenry Carcor Welbarn__
SAE Foundation
Society of Automotive Engincers
400 Commonwealth Drive
‘Wartendale, PA 15096
Tel: (724) 772-8515

Fax: (724) 776-0038
Participant j:;:;ujye}?
(e et oy
oo W Kendall, Tt Betty M/ Kendall

P
49,577’7 4 %L‘— s re
Chair, Oregon Séetfdn Foundation Executive Director 7

Date this agreement is to take effect: June 1, 2001

‘The SAE Foundation will provide an annual of monthly aceount statement, pursuant to the
expressed wishes of the Oregon Section Board of Governors





SAMPLE REQUEST LETTER
Ryan M. Jefferis

Project Engineer
Current Product Engineering

Freightliner LLC
4435 N. Channel Avenue
Portland, OR  97217
503-745-6361  Phone
503-745-7900  Fax

RyanJefferis@Freightliner.com


February 28, 2007
Mr. Carson Walburn 

Executive Director, SAE Foundation

SAE International

400 Commonwealth Dr.

Warrendale, PA  15096

Mr. Walburn:

As Chair of the SAE Oregon Section Younger Member Travel Fund, I am pleased to announce we utilized a portion of the funds for two of our Board Members to attend the 2007 SOLS.  Please find attached receipts to reimburse Andre Susanto and Vijay Gopalswamy each $581.46, the amount for travel and lodging expenses, from the OSAE Kendall Younger Member Travel Fund:

Andre Susanto

c/o Freightliner LLC

4747 N. Channel Ave

Portland, OR 97217

Mail stop: C1E-SIE

SSN 
Vijay Gopalswamy

c/o Freightliner LLC

4747 N. Channel Ave

Portland, OR 97217

Mail stop: C1D-BE

SSN 

Sincerely,
[image: image4.png]



Ryan Jefferis

Chair, SAE Oregon Section Younger 

Member Travel Fund Committee

cc. Betty Kendall

      Andre Susanto

      Vijay Gopalswamy
Annual Calendar
Use this calendar to plan for the activities as far ahead as possible (at least 3 months).  This calendar also includes SAE International deadlines for our reports and submissions.  Google calendar entries need to be synchronized with this planning calendar as appropriate.
Aug 1st - YES report due 

Oct 1st - Annual budget and operation plan due

Oct 1st - Distinguished Younger Member and Distinguished Section Member nomination due 

Dec 1st - SOLS registration

January - SOLS event

March 31st - Officer nomination due

March 1st – Outstanding Younger Member and Outstanding Section Member nomination due

Insert annual calendar from Vijay
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