Chair Time Line (Fiscal Year: October 1 – September 30)
SEI Technical Activities Division web page: http://www.seinstitute.org/committees/technical.cfm
SEI Senior Program Coordinator (Staff): Debbie Smith, Ph: 703-295-6095 e-mail dsmith@asce.org
	October
	Technical Administrative Committee (TAC) Chairs receive their budget for the year.

SEI staff e-mails a copy of the Policies and Procedures Manual to new chairs (available on the SEI website also).

The updated committee rosters are emailed to all committee chairs.

TAC Chairs schedule the first conference call for the year. (October/November)

	November
	Nominations for most awards are due November 1. 

	January/

February
	RFP for Special Projects is issued. Proposals are due in early spring to EXCOM Contacts and SEI Staff. http://www.seinstitute.org/committees/technical.cfm  

Meeting and meeting room request forms for the Structures Congress are due in late February/March.  TAC Chairs and EXCOM contact members approve the meeting requests. The form then goes to SEI Senior Program Coordinator.

	March
	TAC chairs schedule next conference call. Update product-tracking sheet.

Chairs that requested a meeting room at the Structures Congress are notified of the meeting day and time. Travel authorizations are sent to the control group members.

	April
	Annual reports are due from the TAC Chairs to EXCOM Contact and SEI staff. 
Electronic rosters are sent to all committee chairs for the yearly update. 

	May/June
	After the Structures Congress, meeting minutes and Updated Rosters must be submitted before the travel reimbursement forms can be processed. The minutes must be submitted within 30 days after the meeting. 

People who submitted Special Project requests are notified of the decision by EXCOM.

	June/July
	TAC Chairs hold next Conference Call. 

Updated roster are due to SEI Staff for processing.

	On-Going
	Monitor on-going committee activities and maintain an updated Product Tracking Sheet.

Recruit new members that would be active in committee activities.

Maintain a current roster of the committee.

Nominate papers and persons for ASCE and SEI Awards. Refer to the websites:
www.asce.org/pressroom/honors/ and www.seinstitute.org/inside/honorawards.cfm
Write articles/summaries of committee activities for SEI Update, ASCE News and Structures Magazine.

Monitor Structures Congress website for deadlines for submission of paper abstracts, session proposals, and registration.

Refer to the SEI TAD Policy and Procedures Manual for various forms and procedures.

Hold a committee conference call whenever an important issue needs attention, such as a committee publication, review of a publication, Special Project Proposal, etc.


