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OPERATIONS GUIDE HISTORY


NORTHWEST REGION


THE CONSTRUCTION SPECIFICATIONS INSTITUTE
This guide was previously revised in 1984 by an Ad-Hoc Committee in conjunction with input received from following members of Northwest Region:

Donald F. Walton CSI, Portland Chapter, Chairperson

Glen E. Cline CSI, Idaho Chapter

Robert W. Fritsch CSI, Willamette Valley Chapter

Kenneth D. Long CSI, Puget Sound Chapter

John E. McCool CCS/CSI, Cook Inlet Chapter

William R. Mincks CSI, Spokane Chapter

This Ad-Hoc committee compiled and published this Operations Guide in order that future members, or committees formed to update this document may eliminate an effort to "Re-invent the Wheel" or create undue duplication and time spent.

Special thanks went to two Region Directors, Arthur A. Nordling FCSI CCS and David E. Thomas FCSI, for their support.

Also assisting and providing input were following members of Northwest Region, without their support this document would not have been possible:

Howard Steinman, FCSI CCS, Past President, Institute

Richard C. Ehmann FCSI CCS, Past Secretary & Vice President, Institute

Paul Edlund FCSI CCS, Vice President, Institute

Lee Kilbourn FCSI CCS, Past President, Portland Chapter

Robert Klas CSI, Past President, Portland Chapter

William E. Merritt CSI, Attorney, Portland Chapter

This completed document was presented to Northwest Region Coordinating Council Meeting in Victoria, BC, April 26, 1984.  It is meant to act only as a guide, since Northwest Region has no legal identity but is authorized by Institute Charter.  It is hoped, as a guide, it will be useful to future members of Northwest Region of The Construction Specifications Institute.

At September 1986 Region Meeting held at Inn of The Seventh Mountain near Bend, Oregon an assignment was given Ken Searl FCSI CCS, Portland Chapter to place this Operations Guide on a computer word processing program.  This allows a much easier method of keeping Operations Guide up to date and maintaining accuracy of content.  Revisions and/or updates from time to time as required. 

Direct suggested improvements, changes, corrections or requests for a copy of this Operations Guide to 

either Northwest Region Director.

OPERATIONS GUIDE

NORTHWEST REGION

THE CONSTRUCTION SPECIFICATIONS INSTITUTE
I
GUIDE PURPOSE
A.
Intent of this operations guide is to assist in planning and presentation of programs and conferences within Region, providing a basis for administrating affairs of Region and recommending actions on a Region basis.

II
REGION ORGANIZATION
A.
Northwest Region is composed of chapters within boundaries established by The Construction Specifications Institute, currently consisting of Oregon, Washington, Idaho, Montana, Washington and Alaska.

B.
Region is an informal, collective body, without by-laws or status of an official organization.  Except for elected representatives of Region to Institute Board of Directors, there are no other officers or formal governing body.

C.
Region Coordinating Council, hereafter referred to as the Council, consists of both Northwest Institute Directors, two Member-Delegates appointed by each Region Chapter and Region Finance/Treasurer.

D.
For clarification, refer to Northwest Institute Directors as "Presiding Director" and "Deputy Director".


Person with longest length of time in office for current term is Presiding Director.  Deputy Director


succeeds Presiding Director.  Term of office for each Director is three years.  Institute Directors 


are referred to herein as Region Directors.
 

E.
To maintain widest representation and maximum continuity, it is recommended that members of Council represent Professional, Associate and Industry Members.  It is further recommended that one member from each chapter be Chapter President and other be either incoming or Past President.

F.
Immediate Past Presiding Director may serve as an ex-officio member of Council at pleasure of Presiding Director.

III
COUNCIL PURPOSE
A.
Purpose of Council is to maintain dialogue among chapters, promote development of existing and new chapters, develop inter-chapter coordination, advise Directors and administer affairs of Northwest Region.

B.
Region Directors assume following responsibilities:

1.
As Institute Officers, Directors officially represent Region at Region, Chapter and Institute functions.

 

2.
Directors work together, dividing duties as they see fit and provide optimum service to Region Meetings.









3.
Directors arrange and conduct Region Meetings.

4.
Directors represent Region at yearly Institute Board Meetings.  Directors represent wishes and opinions of Council at Institute Board Meetings.

5.
Directors report to Chapters after each Institute Board Meeting and when necessary inform chapters of new developments.  Directors publicize and encourage participation in Region events during their visits and reports.

6.
Directors visit each Chapter annually and advise Chapters on organization, activities, Institute activities and other areas.

7.
Deputy Director arranges and conducts an annual Leadership Training Conference for Chapter Officers and Committee Members and others interested in CSI activities.

8.
Directors advise Host Chapter Committee during its early planning process.

9.
Directors appoint a Finance/Treasurer and Region Committee Chairpersons.  Directors establish guidelines for Region committees and monitor their activities.

10.
Directors investigate areas within Region for new chapter development and promote formation of chapters in favorable locations.

IV
COUNCIL MEETINGS
A.
Not less than two meetings held during each fiscal year.  One meeting held concurrently with Annual Region Conference and another meeting held concurrently with Annual Leadership Conference.   

Meetings may be called upon written request by either Director or by a majority of members of Council.

B.
A majority of Council members constitutes a quorum at meetings.

C.
Presiding Director chairs Council meetings.  In absence or indisposition of Presiding Director, Deputy Director chairs and in absence or indisposition of both Directors, a Chapter President elected by Council chairs meetings.

D.
Finance/Treasurer also functions as Region Secretary to record Coordinating Council activities including correspondence duties.

E.
Issues, motions, resolutions and other business brought to a vote requires approval of a majority of those members in attendance.

F.
Council Meeting:  Make-up of Council (Region Directors, Finance/Treasurer and two delegates from each Chapter) is established to serve a similar function to a Chapter's Board of Directors.  This group establishes, and votes on Region budget, business, Region Operations Guide revisions, confirms Region Director nominees, reviews Chapter Report (@ Region Conference only) and similar functions.  Council also receives a report from Region Directors specific to leadership level of Chapters.  Region Directors should also give a "State of The Institute" talk on a Chapter and Region leadership level.  Other attendees of Conferences are invited to listen in on Council meeting.

G.
Region Business Meeting:  Region Business Meeting is a broad membership meeting of conference attendees.  This is to be more of a general interest meeting with reports by Region Directors, Region Committees and discussing Operations Guide revisions deferred to business meeting.  Region Directors should also give a "State of The Institute" talk on a general membership level.  

V 
FISCAL ADMINISTRATION
A.
Presiding Director appoints a Region Trustee hereinafter referred to as Finance/Treasurer for duration of Presiding Director's term, who shall collect, receive, disburse and administer Region Funds, subject to direction of Council.  In best interests of Region, Finance/Treasurer should be appointed from Presiding Director's chapter if possible.

Finance/Treasurer maintains accurate records of accounts, recording therein sources and amounts of financial transactions and resources, indicating amounts and destination of disbursements.  Finance/Treasurer submits, at each scheduled Council meeting, and otherwise when Council so directs an account of transactions, a complete financial condition of Region.

Finance/Treasurer performs other duties as may be assigned, from time to time, by Council.  Finance/Treasurer's term of office always expires concurrently with that of Presiding Director at which time Finance/Treasurer delivers, to appointed successor, books, records, moneys and other property.  Books require an audit which may be accomplished by at least two Council or Chapter members, within Region, appointed by incoming Director.   

B.
Finance/Treasurer, prior to May 15, each year, assesses each chapter, within Region, an amount approved by a preceding Council meeting, based upon paid membership list published by Institute on or about April 30 of each year.  This amount may change from time to time by unanimous vote of Council members at a Council meeting.  This assessment, together with other moneys accruing to Region, constitutes Region Fund. 
Assessed amounts payable, by each Chapter, upon demand of Finance/Treasurer, no later than June 30 of each year or 45 days after demand by Finance/Treasurer, whichever is later.

C.
Deposit moneys collected in a Region Fund account under care of Finance/Treasurer.

D.
Region Fund used as directed by Council as follows, unless voted otherwise:

1.
"Seed Money" ($1000.00 or as approved by Council) may be loaned to a chapter to produce a Region Conference.  This money must be requested by host chapter.

2.
Postage, printing and miscellaneous items required by Region Directors and Finance/Treasurer not otherwise reimbursed by Institute.



3.
Funding to an amount approved by Council, for Leadership Training Conference.  

4.
Funding, to an amount approved by Council, to reimburse Directors for their transportation and housing expenses not reimbursed by The Institute while attending Annual Institute Convention and Region Conference.  Funding paid only upon written request and to extent not otherwise reimbursed.

5.
Funding, per amount approved by Council, for publication and distribution of Region Newsletter.

6.
Funding per amount approved by Council to reimburse costs by Region Chairpersons to cover postage, printing, transportation and miscellaneous items.

7.
Finance/Treasurer receives funding as approved by Council.

8.
$5,000.00 maximum budgeted and available by Region for Leadership Conference.

E.
Directors and Finance/Treasurer are only persons authorized to sign checks against Region Fund account.  One authorized signature is sufficient.

F.
Except for "Housekeeping" expenditures authorized by Directors, expenditures of Region Funds require approval by majority vote of a quorum of Council. 

VI
REGION BUDGET  (Refer to next page for FY 2004 Final Budget Report and FY 2005 Ongoing Budget)

A.
Both Directors and Finance/Treasurer prepare a proposed budget for each upcoming fiscal year and presents for approval at Coordinating Council Meeting prior to Fiscal year.

B.
Budget may include a deficit for scheduled period.  However, no budget may be approved which proposes to overdraw Region accounts or rely on borrowing to maintain accounts. 

C.
Include in budget an appropriate amount for reimbursement of both Directors not reimbursed by Institute, including full cost of registration for Institute Convention and additional days stay during Convention.

D.
Finance/Treasurer and Region Chairs:

1.
Include in budget an appropriate amount for full reimbursement of expenses of Finance/Treasurer and Region Chairs for postage, printing, framing, copying, stationery and similar expenses.

2.
Include in budget, in addition, amounts to help defray costs of Finance/Treasurer and Chairs required attendance at Region and/or Leadership conferences.  These amounts established at discretion of Region Directors taking into account relative financial needs of individuals and Region resources.  Directors inform each Chair and Finance/Treasurer of amount and use of these budgeted funds.

E.
Region budget may be revised as necessary and approved by Council.  No further action or authorization required to authorize Finance/Treasurer to pay out funds within approved budgeted amounts for appropriate expenses.

VII
REGION COMMITTEES
A.
Academic Affairs

1.
Presiding Director, prior to May 1 of each year, appoints a Region Academic Affairs Chair.

B.
Archives Committee  (Refer to Region Committee Chairs year 2003-2004 in Appendix S)

1.
Presiding Director appoints a Region Awards Committee Chair as need arises.


C.
Awards Committee  (Refer to Appendix D, Page 24)



1.
Presiding Director appoints a Region Awards Committee Chair at least seven months prior to Region Conference for purposes of soliciting Region Awards nominations and determining Award recipients for presentation at that Conference.  If possible select Awards Chair from Conference host chapter.

D.
Certification Committee  (Refer to Appendix G, Page 35)

1.
Presiding Director, prior to May 1 of each year, appoints a Region Certification Co-Chairperson, who serves a total of two years.  Co-Chairpersons first year is a learning position and advances to Chairperson in second year.

E.
Region Conference Committee  (Refer to Article IX, Page 11)

1.
Host chapter President, 25 months preceding their conference appoints a Conference Chairperson who in turn appoints and establishes a Conference Committee.

2.
Conference Committee selects a conference site and date, makes arrangements, develops a program, establishes a budget and submits above to Council for approval at times indicated in Article IX.

F.
Education Committee  (Refer to Appendix C, Page 22)

1.
Presiding Director, Prior to May 1 of each year appoints a Region Education Co-Chairperson, who serves a total of two years.  Co-Chairpersons first year is a learning position and advances to Chairperson second year.

G.
Membership Committee  (Refer to Appendix I, Page 37)

1.
Presiding Director, prior to May 1 of each year appoints a Region Membership Co-Chairperson, who serves a total of two years.  Co-Chairpersons’ first year is a learning position and advances to Chairperson in second year.

H.
Nominating Committee  (Refer to Appendix A, Page 17)

1.
Presiding Director, at least three months prior to Region Conference, notifies each Chapter President in Region to appoint a Chapter representative to Region Nominating Committee, and selects not more than two candidates for Deputy Director.

2.
In best interests of Region equality and representation, encourage nominations from those Chapters who in recent past have not had a nominee for Director elected.

3.
Select most qualified candidates, without regard to their Chapter affiliation, based on their knowledge and experience in Chapter and Region activities and their potential for leadership.

4.
This Committee, unless otherwise approved by Council meets concurrently at Region Conference.

I.
Operations Guide Committee (Refer to Appendix J, Page 38)



1.
Presiding Director appoints an Operations Guide Committee Chair.

J.
Publications Committee  (Refer to Appendix M, Page 46)

1.
Presiding Director, prior to May 1 of each year appoints a Region Editor for Northwest Region, who serves at discretion of Council.

K.
Technical Committee  (Refer to Appendix B, Page 20)

1.
Presiding Director, prior to May 1 of each year, appoints a Region Technical Co-Chairperson, who serves a total of two years.  Co-Chairpersons first year is a learning position and advances to Chairperson in second year.

L.
Other Committees  

1.
Presiding Director may appoint other committees deemed necessary by either Director or Council.  To maintain continuity of Region records, an Archives/Historian Chairperson has been appointed.  (Refer to Appendix R for responsibilities).

M.
Committee Correspondence

1.
Committee Chairpersons inform Directors of actions taken including detailed information appropriate for each Committee.

VIII
REGION CONFERENCES

A.
Schedule of Meetings

1.
Northwest Region Chapters members and guests meet annually at time and place approved by


Council to conduct business of Region, educating its members and promoting CSI.


B.
Conference Purposes and Objectives

1.
Primary purpose of Region Conference is to provide education and conduct Region business.

2.
Secondary purpose includes providing information sharing between Chapters. 

C.
Key Elements of Region Conference

1.
Region Business:

a.
Registration               





    

b.
Council Meeting




c.
Region Business Meeting.




d.
Roundtables:  (1) Planning  (2) Publications  (3) Education  (4) Membership  (5) Technical  

e.
Nominating Committee

f.
Education



e.
Region Awards Banquet.

2.
Other Items.

a.
Welcoming Reception

b.
Educational opportunities for attendees.

  


c.
Opportunity to experience and explore local/resort setting and surroundings.

d.
Golf (optional).

D.
Conference Goals


1.
Conferences need an educational component to not only further educate attendees but to justify time away from work and family.  Educational opportunities need to focus on CSI member's interest, but this is an opportunity to attract others from the construction industry.  In fact, similar to the National Convention, the educational component could be a stand-alone registration.  Education opportunity should recognize the diversity of CSI membership and provide opportunities for members to learn.

2.
Region Conference schedule should provide opportunities for registrants and guests local/resort atmosphere.  This can be through organized activities, tours, demonstrations, talks, etc., or free time.  Literature for conference should include ideas on activities unique to the location.  Informal Friday night dinner can be an opportunity for some of these activities.

3.
Make Region Conference attractive to attendees: By making good use of their time, by providing high quality education, by avoiding repetition, by providing information and education they need and can't get elsewhere. 

4.
Make sure members know about Region Conference, its agenda, and are informed they need to be there and that we want them there.


E.
Conference Schedule and Responsibilities

1.
Each Chapter on a rotating basis hosts a Region Conference.  Host Chapter Charters as follows:

 


See next page for further Region Conferences Information.

1999
Capital

Chartered  June 1992

2000
Puget Sound

Chartered  February 1958
2001
Cook Inlet

Chartered  July 1971

2002
Willamette Valley
Chartered  October 1965
2003
Idaho


Chartered  June 1982


2004
Mount Rainier
Chartered  April 1990

2005
Spokane

Chartered  March 1964



2006
Portland

Chartered September 1960
2.
Host Chapter responsible for making arrangements, programs and publicity on behalf of Region.  Also presents a detailed briefing on conference arrangements at each Council meeting during conference planning period.  

3.
It is not the intent of this Guide to limit Conference locations to resort areas.  It is noted that Boise, Idaho has more diversity to offer than Sun Valley, is thriftier and easier to arrive by air.

4.
Directors have an active role in planning of each conference.  Council also has an active role in approval of conference planning.  Inform Region Directors regularly by Host Chapter Conference Committee of progress and specifics of planning. 

5.
Region Directors advise Host Chapter Committee of traditions of Region Conferences, innovations used by other Regions, arrangements of Region meetings and special arrangements.

F.
Conference Record  (Refer to Appendix P, Page 49)

1.
Each Host Chapter Conference Committee keeps a record of its planning process.  After Conference, Committee assembles related correspondence, minutes, committee and sub-committee organization, budget, financial reports, notes, publicity fliers, program, conference evaluation and other relevant information.

2.
Forward records of each conference to Region Directors, Finance/Treasurer and others if requested not later than 6 weeks following conference, for distribution shown in Appendix P.  

3.  
These conference records are for each Conference Host Chapter as reference information during conference planning period.

G.
Conference Agenda

1.
Conference meetings include a Council Meeting, Business Meeting, Technical Sessions, Intrachapter Roundtable Committee exchanges and social activities.

H.
Other Items

1.
Presiding Director, not less than three months prior to Conference, requests Chapter Presidents to submit Region Business Meeting agenda items.

2.
Each Chapter submits Region Business Meeting agenda to Presiding Director not less than two months prior to Conference.  If a Chapter has no item to recommend, notify Presiding Director not less than two months prior to Conference.

3.
Presiding Director forwards a copy of Region Business Meeting agenda to each Chapter President not less than six weeks prior to Conference.

4.
Each Chapter considers Conference Business Meeting agenda and instructs its delegates appropriately. 

5.
After agenda is established and sent to Chapters, Presiding Director petitions, in writing, for inclusion of additional agenda items.  Make such petitions not less than seven days prior to Conference unless this requirement is waived by majority vote of a Council quorum.

6.
Presiding Director notifies Conference Committee not less than 75 days prior to

Conference of allied meetings being scheduled so that Committee may

 


recommend appropriate scheduling of these meetings.

7.
Deputy Director arranges Roundtable meetings of chairpersons of each Chapter committee for


purposes of exchanging committee activity information.

8. Conference Committee forwards a conference announcement, program and registration form to each member of Region not less than six weeks prior to Conference.

9. Each Chapter submits two weeks prior to Conference a Chapter Report to Region Directors.

See Appendix F.

I.
Conference Officers

1.
Presiding Director chairs Region Conference business meeting.  In an absence or indisposition of both Directors, Deputy Director chairs and in absence of Deputy Director, a Chapter President elected by Conference Delegates, chairs.

2.
Finance/Treasurer also functions as Region Secretary and records minutes of Annual Meeting and forwards records of minutes to each Chapter President, Region Newsletter Editor and Directors not later than two months after conference.

J.
Conference Delegates

1.
Institute members assigned to a Northwest Region Conference and registering are considered as delegates.

K.
Region Business Meeting Voting

1.
Routine business voting may be by voice vote based upon one vote per delegate.  However, any chapter may demand a roll call vote with each chapter allocated one vote for each 10 members, professional, industry and associate, based on immediate preceding membership roster received from Institute.

L.
Meeting Rules

1.
Roberts Rules of Order, latest edition, governs.

M.
Conference Finances

1.
Conference Committee submits a Conference Budget to Council for approval at Council meeting prior to Conference.

2.
Finance/Treasurer sends to Host Chapter, if and when requested, "Seed Money" for deposit to its Region Conference Account, an amount not to exceed $2000 or an amount approved by Council.  Amount sent is considered a loan to Chapter Conference Committee and except as covered in Paragraph M-5 of these guidelines, loan is repaid, without interest, as specified in Paragraph M-4.

3.
Conference expenses are met through registration fees of delegates.  Host Chapter may defray Conference expenses with solicited funds, voluntary donations or by funds obtained by legal means.  Donated funds are not reimbursable to Region Fund.

4.
Send Region Funds (Seed Money) and over-realized funds from delegate registration fees to Finance/Treasurer not later than three months after Conference for deposit in Region Fund.

5.
Should a Region Conference conclude with a deficit, Host Chapter may be compensated in an amount determined by Council.  Compensation is by existing Region funds and/or moneys collected through an emergency assessment levied upon chapters in Region, whichever may be stipulated by Council.

Amount of such emergency assessment is based on same chapter membership as employed by Finance/Treasurer to determine annual Region assessment.  Each chapter pays assessed amount not later than one month following receipt of Region Finance/Treasurer's written demand.

6.
Region may at Director and Finance/Treasurer's discretion, help defer an individual's costs to attend a Region activity, provided funds are available.

IX
ORGANIZING REGION CONFERENCE  (Refer to Appendix P, Page 51)

A.
Conference Calendar

Time




Action
If and when requested
Finance/Treasurer sends Host Chapter amount loaned for Conference






production.  


Upon selection

Submit Conference date and location to Institute and Region Directors for approval.

Time Prior to Conference - Region Schedule  

7 months 
Presiding Director appoints Region Awards Committee. 

     

6 months 
First Council Meeting of year.  Deputy Director appoints Conference Roundtable Discussion Leaders.

At Council Meeting held at Leadership Conference Meeting Date Conference Committee submits Conference Budget and final arrangements to Council for approval.

3 months 
Presiding Director canvasses each Chapter for agenda items and requests Chapters to appoint Nominating Committee Members  (See Appendix A).

2 months 
Chapters submit agenda items to Presiding Director.

6 weeks 
Presiding Director sends Business Meeting agenda to Conference each Chapter.  Chapter Presidents send Annual Chapter Reports to Council Members.

3 weeks 
Finance/Treasurer sends Financial Report and Minutes of previous Council Meeting to Council Meeting Members. 

Time Prior to Conference - Host Chapter Schedule (Refer to Article IX-E Page 10)
24 months
Conference Committee considers potential Conference dates, sites and themes.

Prepares a tentative budget.  Consider funding resources.

Review potential Conference dates, sites and themes with Council.

Hold organizational meeting of Conference Committee and review Conference Planning Schedule.

23 months
Critique Region Conference just completed.  Firm up Conference dates and site.

Begin developing Conference Theme.  Review funding sources and set strategy.

18 months
Refine Conference planning schedule.  Refine schedule of events.

Obtain commitment of potential speaker(s).  

Obtain Council approval of conference dates, site and theme.  Reserve Conference site and dates.

Advise Institute Executive Director and Directors of Conference established dates and site.

Design invitation presentation be made immediately preceding Region Conference.

14 months
Review preliminary budget.  Firm up presentation made immediately preceding Region Conference.

13 months
Confirm speakers’ arrangements and participants.

Encourage Conference Committee members (among others) to attend immediately preceding Conference and observe strong and weak features.  Finalize report to Council.

12 months
Review budget with input from Conference Committees.  Assemble promotional material for distribution and presentation at immediately preceding Region Conference.

Provide name, address, and telephone and Fax numbers of Chapter's Conference Chairperson.

Obtain approval from Council for Conference theme, speakers, schedule and budget.

Attend immediately preceding Region Conference and observe.

Conceptualize graphics.

11 months
Critique immediately preceding Region Conference. Final budget requests due from subcommittees.  Finalize budget and energize donations committee.

10 months
Request copies of Final Report of last two immediately preceding Conferences.  

Check progress on Committee assignments.  Finalize budget.

9 months
Confirm program participants’ arrangements.

8 months
Contact trade publications that list Conference dates and program.

7 months
Reassemble entire Conference Committees and gear up for a "Really Big Push".
Finalize graphic and printer negotiations.  Check on status of publicity.

Make final check on program participants.

5 months
SEND PRELIMINARY MAILER of Conference time schedule of events (day and time of each event) to each Chapter President, both Directors, Region Editor and Finance/Treasurer.

Send subsequent updates to these persons.

Verify publication dates and mail promotional news releases to newspapers, magazines and trade publications.

Request Presiding Director to activate Awards Committee.

Check on progress of Donations Committee. Check on graphics and printing schedules.

Request CD ROM mailing list of Northwest CSI members from Institute.  
3 months
SEND FIRST GENERAL MAILER to Chapter Presidents, Region Editor, to each member in Northwest Region and to Institute Office and staff member assigned to Conference.  Include Hotel/Motel information and registration fees and other pertinent information.  Provide extra copies to Chapter Presidents. 

Check on printing schedules and mailing lists availability.  Print advance mailer and assemble promotional inserts.

Check on publication deadlines of newspapers, magazines and trade publications.  

LAST CHECK!
12 weeks
If possible hold Conference Committee meeting at Conference site and review physical facilities and

 

arrangements.    

Print Conference registration mailer.

10 weeks
Check on loose ends.  Are workers "in high gear"?  Firm up helpers for Registration Committee, refine procedures and train helpers.

8 weeks
SEND SECOND GENERAL MAILER to Chapter Presidents, Region Editor, to each member in Northwest Region and to Institute Office and staff member assigned to Conference.  Include Hotel/Motel information and registration fees and other pertinent information.  Provide extra copies to Chapter Presidents. 

7 weeks
Recheck on travel arrangements for VIP's.

5 weeks
Confirm equipment needs of participants and make necessary arrangements.

4 weeks
Confirm with Presiding Director that Region awards have been determined.

3 weeks
Refine and verify arrangements at Conference site.

2 weeks
Recheck everything, including travel arrangements and registration procedures!

0 weeks
CONFERENCE (READY OR NOT)

Time after Conference

1 week

Send acknowledgments and “Thank You” letters

2 weeks
Critique just finished Conference.

3 weeks
Start Conference Report.

4 weeks
Finalize Conference expenses.

5 weeks
Finalize Conference Report.

6 weeks
Submit Conference Report (See Appendix P).

7 weeks
Tie up those loose ends and put Conference "To bed".

8 weeks
YOU DID IT!  NOW HAVE A CONFERENCE COMMITTEE CELEBRATION.




B.
RECOMMENDED CONFERENCE COMMITTEE ORGANIZATION

Host Chapter begins with a STEERING COMMITTEE.  It is important that this committee be made up of people who will be leaders for following subcommittees:


FINANCE, PROGRAMS, ARRANGEMENTS AND EVENTS, REGISTRATION AND PROMOTION

Committees and subcommittees are responsible for following:


STEERING COMMITTEE
Establish Conference direction, policies, location, dates, schedules, etc., plus coordinate following subcommittees:


FINANCE

Budget including cost control, collections, disbursements, accounting and donations.


PROGRAMS
Technical Program  

Meeting Rooms arrangements and equipment

Awards banquet arrangements and equipment

Entertainment (Optional)

ARRANGEMENTS AND EVENTS
Accommodations and meals                     Decorations

Favors and door prizes (Optional)
          Special events and tours

Non-member guest activities

REGISTRATION AND PROMOTION
Graphics    Printing    Mailing    Publicity    Registration

VERIFY COMMITTEE DECISIONS WITH REGION DIRECTORS.  KEEP DIRECTORS INFORMED.  THEY MAY BE ABLE TO HELP.
C. CONFERENCE PLANNING SUGGESTIONS

1.
Provide an alternate plan for everything!  Speakers can be delayed or become ill, strikes can cause transportation delays, heat waves and snowstorms can cause changes, so have “Plan B’ ready and handy to respond to changes in schedule or program.

2.
Provide for a cut-off date for pre-registration.  Select a date approximately 3 weeks ahead of Conference and advertise that there is a reduced rate registration for signing up before that date. (Note positive phrasing!)  After that date, charge full fee.  This helps attendance by encouraging commitment.  It also takes pressure off people running Conference registration desk.

3. Persons in construction industry like to keep their cash flow fairly liquid and usually write expenditure checks as late as possible, but always in time for cash discounts!  Therefore, make certain that cut-off date is set after first day of month.  It is suggested that credit cards be considered for payment and, if they are acceptable, include information in your mailing notices.

4. Provide each Chapter President with estimated attendance results for their Chapter from returns from advance mailer and subsequently, keep them posted with actual registration statistics.  This not only indicates quantity planning to come, but also names.  This technique can help attendance by giving chapter leaders an opportunity to check on who is going to Conference from their chapter.  Calls can be made to obviously missing members.

5. PROMOTION OF CONFERENCE ATTENDANCE THROUGH CHAPTERS IS VITAL!  Hence, emphasis on mailers to Chapters.  Main source of attendance is MEMBERSHIP; so spend most of your promotional energy in this direction.  Newspaper publicity is fine (if you can get it) but it is only good "public relations" that rarely influences paying customers.

6. WATCH CLOSELY NECESSARY LEAD TIMES FOR PRINTING!  If you are not careful printers can destroy your mailing schedule.  Have plenty of "float" time in deadlines you give them!    

7. While there is cost incurred, a Conference logo is very important.  Materials, mailers, notices, etc., can be readily identified with a logo.

8. CHECK YOUR BUDGET FIGURES CONSTANTLY!  Early estimates by subcommittees are seldom accurate.  Be certain to pin chosen Hotel/Motel management down on costs; i.e., are all "room charges" included...will food costs be raised before Conference time...obtain cost breaks you can get for quantity and a "captive consumer".

9. If you assign moderators, conveners, or master-of-ceremony to meetings, luncheons, dinner, or banquets, make certain that they are provided with material they need for their assigned meeting, including a prepared agenda and correct names of participants (including spouses).  Correspondingly, to put these people at ease, assure them before hand that you WILL do this!

10. Provide audiovisual equipment if needed.

11. Make arrangements to provide food and beverages for breakfast-hour meetings, even those unscheduled.

12. Assign a candid photographer to take photographs during Conference.  (Check with Chapter Editors as one source).

13. Provide a bulletin board preferably near registration desk area for a message center and notices.

14. Provide hanging mechanism and necessary material to install Region banner brought to meetings by Region Directors who hold this responsibility.

15. If Conference site is not in a remote location provide a listing of recommended restaurants.

16. Above all, enjoy your work…. HAVE FUN!
D.
RECOMMENDED CONFERENCE PUBLICITY MAILERS   

1. Reference has been made to mailers going out to Chapter Presidents and Chapter Editors and others prior to Conference date.  What should these mailers include and what is their purpose?  Answer as follows:

2. To promote Conference and aid attendance and to provide each chapter and others with three mailers for five months preceding Conference.  These will keep Chapter informed of all facets of upcoming Conference.  Encourages Editors to include mailer information in their newsletters and encourages Chapter Presidents to repeat information at their Chapter meetings.

3. An outline of suggested material follows:


a.
Tells Who - What - When - Where - Why.


b.
Give a thumbnail sketch of main speaker and topic or topics of discussion.


c.
Talk about benefits gained both for individual and company!  THIS IS VERY IMPORTANT!


d.
Talk about conference site, its environment and its attributes for a great "break from daily routine"!  SELL VACATIONS!


e.
Tell about roundtable discussions and list discussion moderators.


f.
Provide thumbnail sketches of additional speakers and tell who will be there from Institute.


g.
Break down main theme and tell about various sessions and discussions.

X  
AMENDMENTS
A.
This Operations Guide may be amended by a majority vote of a quorum at Council meeting during Region Conference.  Council, may at their discretion, forward selected items to a general membership vote during Region Business Meeting.

B.
Procedures for Amendments:

1.
Submit in writing to both Directors not less than two weeks prior to a Council Meeting.  

2.
Directors review proposed amendment(s) and report to next Council Meeting feasibility of proposals.

3.
Directors may also submit proposed amendments at a Council Meeting.

4.
Action on proposed amendments(s) as follows:

a.
Recommend proposal for Council vote or Recommend further study/research be given including possible appointment of an Ad Hoc Committee.

b.
Committee submits recommendations to both Region Directors not less than two weeks prior to next Council Meeting.

c.
Directors review committee's recommendations and presents them at next Council Meeting with suggested revisions. 

APPENDIX A


NOMINATING COMMITTEE GUIDE


NORTHWEST REGION


THE CONSTRUCTION SPECIFICATIONS INSTITUTE

I
INTENT
A.
To guide and assist Region Nominating Committee in its operations.

II
APPLICABLE INSTITUTE BYLAWS (From Institutes BYLAWS).

A.
Article VI - Nomination and Election of Officers and Directors

Section 2.  Region Nominating Committees

a.
Region Nominating Committee consisting of one voting member designated by each Chapter of Region selects nominees for appropriate Director (Professional/Associate or Industry member).

Director whose term is expiring serves as non-voting chairperson unless currently serving as Director by appointment, in which case, other Director serves as non-voting Chairperson.

  


b.
Region Nominating Committee meets at Region Conference unless otherwise arranged upon approval of Council.

Section 3.  Nomination of Directors

a.
Not later than November 1 of administrative year in which term of Professional or Industry member expires at next June 30, Region Nominating Committee submits nominees for Director.  Not more than two qualified members of appropriate membership classification may be submitted as nominees for Director.

Secretary validates names submitted by Region Nominating Committee to appear on election ballot for office of Institute Director.

b.
Limitation:  Elected officers cannot succeed themselves after serving a full term.

c.
In the event that a Region Nominating Committee fails to act by stipulated time, Institute Nominating Committee selects names of not more than two qualified nominees of appropriate classification from that Region to be placed on election ballot.

III
REGION PROCEDURES FOR NOMINATIONS
A.
Documentation:  Fully document Nominating Committee procedures and make available to members of Region.

B.
Candidate's Agreement to Serve:  Before proposing a candidate for nomination as Director, obtain verification of willingness to serve if elected. Make perfectly clear that candidate is only being considered as a candidate for nomination and nomination is not assured.

C.
Biographical Data:  Candidates for nomination submits for Nominating Committee's use biographical data in CSI Biographical Format (see Appendix E).

D.
Nominee's Chapter Affiliation:  It is desirable that highest qualified candidates be nominated.  Base selection of nominees exclusively on candidates experience in chapter and region activities regardless of chapter affiliation.  It is also desirable that Nominating Committee appoint nominees from other than current Director's chapter, however, it is neither mandatory nor desirable that nominees be selected on rotation among each chapters within Region.

IV
SCHEDULE

A.
NINETY DAYS prior to Nominating Committee Meeting:

1.
Outgoing Director requests each Chapter President to submit within THIRTY DAYS name, address and telephone number of Chapter's appointee Region Nominating Committee.

B.
SIXTY DAYS prior to Nominating Committee Meeting:

1.
Outgoing Director furnishes each member of Nominating Committee:

a.
A copy of this Region Nominating Committee Guide.

b.
A copy of Institute Administration References, if member is not presently a Chapter Officer.

c.
A list of names, addresses and telephone numbers of members of Committee including Committee Chairperson.

d.
Date, time and location of Nominating Committee Meeting.

C.
FORTY FIVE DAYS prior to Nominating Committee Meeting:

1.
Outgoing Director requests each Chapter President within FORTY FIVE DAYS name and biographical data of member whom they wish to nominate as a candidate for Region Director.

2.
Furnish candidates for nomination, prior to their candidacy acceptance, a copy of Duties and Responsibilities of a Director as included in this guide.

3.
Nominations from individual members and groups of members also considered.

D.
THIRTY DAYS prior to Nominating Committee Meeting:

1.
Outgoing Director furnishes each member of Nominating Committee a copy of biographical data of each candidate for Region Director.  NOTE:  If fewer than two nominations are submitted, and if Nominating Committee wishes to place two names in nominations, then Committee must secure added nominees.

V.
CONSIDERATION OF CANDIDATES
A.
For purpose of appointing nominees for Region Director, it is desirable to have a face-to-face meeting with each candidate.

B. 
In addition to reviewing, discussing and considering candidate's biographical data, each candidate for nomination be personally interviewed, if possible, by Committee.  NOTE:  A candidate's failure to appear before Nominating Committee will not, of itself, be grounds for disqualification.

C.  
After Committee has selected nominees, Committee Chairperson publicly identifies nominees by written report to each Chapter and by public announcement to those attending Region Business Meeting held during Region Conference.

D.
Personal and travel expenses incurred by Committee members and candidates while attending Committee Meeting is not reimbursable by Region.

VI
CAMPAIGNING BY NOMINEES
A.
Neither nominees nor supporters of nominees are permitted to make personal or written contact with Chapters to promote candidacy of a Nominee.

B.
Each nominee may prepare 500 maximum word paper outlining nominees’ reasons for wanting to become a Region Director and include any changes nominee proposes for administration of Region affairs.  After careful review by Outgoing Director to assure nominees have been factual and information included in papers does not contradict Institute policy, Outgoing Director forwards approved papers to Newsletter Editor of each Chapter for publication.  Request Chapter Editors publish papers within a single newsletter no later than January.

C.
Each nominee is allowed an option to make not more than a ten-minute videotape, at Region's expense, spliced onto one tape and ample copies made for distribution to each chapter in Region.  Purpose of videotapes is to introduce nominees to members of Region who have not attended Region Conferences.  Videotapes are to be shown at last two monthly chapter meetings preceding election.

D.
Campaigning by nominees is prohibited.


VII
DUTIES AND RESPONSIBILITIES OF AN INSTITUTE DIRECTOR
A.
General:  Directors work together to support and promote Chapter, Region and Institute activities.  Directors are expected to be in the right place at the right time.

B.
Territory:  As established by Institute (Refer to Page 3, IIA).

C.
Institute Meetings:  Directors are expected to attend three Board meetings each year.  September and February meetings are held in Alexandria, Virginia.  June meeting is held at site of Institute Convention.  Board meetings are preceded by an informal meeting of Board held on evening immediately prior to first formal Board meeting day.  

D.
Duties and Responsibilities:  Refer to Institute Board Guide and as modified herein.

E.
Annual Region Conference:  Deputy Director is responsible for organizing Roundtable Leadership Training Sessions for Chapter Officers and Chapter Members.  Deputy Director is responsible for storing, transporting and displaying CSI podium banner and backdrop banner at appropriate meetings.

F.
Chapter Visitations:  Directors divide between themselves responsibility of visiting each chapter within Region at least once each year.  NOTE:  A Director's attendance at home chapter meetings is not considered an official visitation.  Directors should request chapters receiving a visitation to, if possible, arrange chapter schedule so that visiting Director could, during a single visitation, attend both a Board of Directors meeting as well as a general membership meeting.

VIII
CRITERIA FOR NOMINEES
A.
Following minimum longevity and service, if possible:

a.
Membership Longevity 

6 continuous years

b.
Chapter President


1 year

c.
Other Chapter Office


2 years

d.
Chapter Committee Member

2 years

e.
Region Conference Delegate

3 years

f.
Institute Convention Delegate

2 years

END OF APPENDIX A


APPENDIX B


TECHNICAL CHAIRPERSON JOB DESCRIPTION


NORTHWEST REGION


THE CONSTRUCTION SPECIFICATIONS INSTITUTE
I
Prior to each fiscal year, Presiding Director appoints a Region Technical Co-Chairperson.  (Refer to Article VII, Paragraph L, Page 7).

II
Regional Technical Chairperson (RTC) and Co-Chairperson under direction of Region Directors and Region Council are responsible to coordinate technical activities within Region including following:

A.
Establish and maintain direct communications with each Chapter Technical Chairperson (CTC) within Region.

B.
Provide guidance and assistance to Chapter Technical Committees to support their participation in the Institute Technical Programs.

C.
Provide liaison between Chapter Technical Committees and Institute Technical Committee including review of Chapter produced technical documents prior to submission to Institute Technical Committee, assisting chapters with correspondence about technical documents and transmitting technical, information from Institute Technical Committee to Chapters.

D.
Assist Region Directors in promoting and coordinating Region activities of Institute Technical Committee to Chapters.  

E.
Maintain close communications with Region Directors about activities of both Institute and Chapter Technical Committees.

F.
Assist Institute Technical Committee in identifying resources within Region which are capable of contributing to Institute's Technical Programs.

G.
Identify Technical documents areas need and communicate same with those concerned.

H.
Keep Institute Technical Committee informed of status and progress of region activities and assignments in support of Institute's technical program.

I.
Attend and report to Council meetings and Region Annual Meetings about technical activities at Institute, Region and Chapter levels.

J.
Lead Roundtable discussions with Chapter Technical Chairpersons at Region meetings.

K.
Expenses.  (Refer to Article V, Paragraph D6, Page 5)

III
Route communications to Institute Technical Committee through TCOM member designated as Northwest Region Liaison.

A.
If correspondence to:

1.  CTC – copy to Region directors and TCOM rep.

2.  Other RTCs - copy to Region Directors and TCOM rep.

3.  TCOM rep - copy to Region Directors.

4.  Region Directors - copy to TCOM rep.

B.
If correspondence from:

1.  CTCs - copy to Region Directors and TCOM rep.

2.  Other RTCs - copy to Region Directors and TCOM rep.

IV   Region Technical Committee Calendar

Time


Action
July

Attend RTC Orientation at Institute Headquarters in Alexandria, Virginia.

August

Initiate contact with CTCs.

September
Attend Region Conference.

Lead Roundtable discussions with CTCs.

Provide report at Coordinating Council Meeting.

Disseminate summary of Roundtable discussions to CTCs, TCOM rep and Region Directors.

October

Request preliminary report and speakers list from CTCs (due to RTC by October 15).

Prepare preliminary report for TCOM rep (due November 1).

Submit critique of Orientation Program to TCOM rep (due November 1).

Identify upcoming events and establish Region Technical Calendar of Events.

November
Contact and assist CTCs.

December
Contact CTCs, monitor chapter events and update TC Calendar of Events.

January

Request updated report and speakers list from CTCs (due to RTC by January 15).

February
Monitor chapter events.

March

Monitor chapter events and update RTC Calendar of Events.

Contact Region Directors in reference to Leadership Conference Program.

Assist Region Certification Committee with CCS, CDT, CCPR and CCCA examinations.

April

Request final report and speakers list from CTCs (due RTC by April 15).

Submit budget to Finance/Treasurer and Region Directors.

Submit names (s) of possible Co-Chairperson for forthcoming year to Region Directors.

May

Attend Leadership Conference.

Lead Roundtable discussions with CTCs.

Provide report at Council Meeting.

Other Submittals: 

Submit final report and speakers list to TCOM rep. CTCs and Region Directors. (due May 15).

Submit letters of Appreciation to deserving CTCs with copies to Chapter President and Region Directors.

Submit individual recommendations to Region Awards Chairperson and assist Chapters in preparing award submittals.

Submit expenses to Finance/Treasurer.   

Forward RTC file to new RTC Chairperson.

END OF APPENDIX B

APPENDIX C


EDUCATION CHAIRPERSON JOB DESCRIPTION


NORTHWEST REGION


THE SPECIFICATIONS CONSTRUCTION INSTITUTE

I
Prior to each fiscal year, Presiding Director appoints a Region Education Co-Chairperson.  (Refer to Article VII, Paragraph F, Page 6)

II
Region Education Chairperson (REC), under direction of Region Directors and Region Council, coordinates educational activities within Region, including following:

A.
Establish and maintain direct communications with each Chapter Education Chairperson.

B.
Provide Chapter Education Committee with information concerning activities of Institute Professional Development Committee (PDC).  Make sure that each Chapter is aware of available Institute education programs and requirements necessary to participate in these programs.

C.
Provide liaison between Chapter Education Committees (CEC) and Institute Professional Development Committee.

D.
Encourage Chapters to produce their own seminars and other education programs.

E.
Provide opportunities for Chapters with Region to share education programs.

F.  
Assist Region Directors in promoting and coordinating Region Activities in support of Region Directors in support of Institute's Education Programs.

G.
Maintain close communications with Region Directors about activities of both Institute and Chapter Education Committees.

H.
Keep Institute Professional Development Committee informed of progress of Chapter education programs.  Assist Institute Professional Development Committee in identifying resources within Region which are capable of contributing to Institute's Education programs.  Provide feedback to Institute Professional Development Committee concerning education programs produced within Region.  Advise Institute Professional Development Committee about educational programs which would be beneficial to membership.

I.
Attend and report to Council Meetings and Region Annual Meeting about educational activities at Institute, Region and Chapter levels.

J.
Lead Roundtable discussions with Chapter Education Chairpersons at Region Meetings.

K.
Expenses.  (Refer to Article V, Paragraph D6, Page 5)

III
Route communications to Institute Professional Development Committee through PDC member designated as Northwest Region Liaison.

A.
If correspondence to:

1.  CEC -copy to Region Directors and PDC rep.

2.  Other RECs - copy to Region Directors and PDC rep.

3.  PDC rep - copy to Region Directors.

4.  Region Directors - copy to PDC rep.

B.
If correspondence from:

1.  CECs - copy to Region Directors and PDC rep.

2.  Other RECs - copy to Region Directors and PDC rep.

IV
Region Education Committed Calendar

Time

Action
July
Attend REC Orientation at Institute Headquarters in Alexandria, Virginia.  Disseminate information received at Orientation to Chapter Education Chairpersons (CECs).

Aug
Initiate contact with CECs.

Sept
Attend Region Conference.  Lead Roundtable discussions with CECs. Provide report at Council Meeting.

Provide report at Region Annual Meeting.  Disseminate summary of Roundtable discussions to CECs, PDC rep and Region Directors.

Oct
Request preliminary report and speakers list from CECs (due to REC by October 15).

Prepare preliminary report for PDC rep (due November 1).  Submit critique of Orientation Program to 

PDC rep (due November 1).  Identify upcoming events and establish Region Education Calendar of Events.




Nov
Contact and assist CECs.

Dec
Contact CECs, monitor chapter events and update REC Calendar of Events.         

Jan
Request updated report and speakers list from CECs (due to REC by January 1).  

Feb
Monitor chapter events.

March
Monitor chapter events and update REC Calendar of Events.  Contact Region Directors in reference to Leadership Conference Program.  Assist Region Certification Committee with CCS, CDT, CCPR and CCCA examinations.

April
Request final report and speakers list from CECs (due to REC by April 15).  Submit budget to Finance/Treasurer and Region Directors.  Submit name(s) of possible co-chairperson for forthcoming year to Region Directors. 

May
Attend Leadership Conference.  Lead Roundtable discussion with CECs.  Provide report at Council Meeting and at General Membership Meeting.

Submit final report and speakers list to PDC rep, CECs and Region Directors (due May 15).

Submit letters of Appreciation to deserving CECs with copies to Chapter Presidents and Region Directors.

Submit individual recommendations to Region Awards Chairperson and assist Chapters in preparing award submittals.

Submit expenses to Finance/Treasurer.  (Refer to Article V, Paragraph D6, Page 5) 

Forward REC files to new REC Chairperson.

END OF APPENDIX C
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Awards Program at Region level is intended to recognize notable contributions and service that is regional

in nature.  Awards Program in Region is intended to supplement Awards Program at Institute and Chapter

levels.  There are many activities that deserve recognition.





Region Awards Guide is intended to describe various awards available at Region level.  Also described herein are procedures and formats for submission to Region Awards Committee.

I
The NEED 

A.
This guide is a reminder that recognition of talent, contribution, effort and service is a "Thank You" to deserving members and to our industry for their efforts on behalf of Northwest Region.

B.
Many members give of themselves beyond a normal call of duty.  It is important that gratitude be shown for these efforts.  A gracious and grateful recognition for extraordinary efforts in form of an award may encourage continuing contributions.

C.
An Awards Program has many by-products in that it intensifies membership interest, gains new members and talent and stimulates growth interest in chapter's growth and, therefore, in CSI’s growth. It encourages continued participation, membership contributions and liaison with industry assists growth and public recognition of CSI.

II
REGION AWARDS PROGRAMS
A.
An Awards Program at Region level is encouraged by Institute.  Such programs are necessary since recognition by Institute is given for notable contributions at that level but not for contributions in local areas such as those given to and within a Region.

B.
It is true that where local contributions are of such magnitude that they have a more far-reaching effect outside Chapter or Region, such recognition may be rewarded by Institute's Awards Program.

C.
Region must be alert to remember efforts and conscious work of members, organizations and of other persons giving of themselves beyond a normal call of duty.  Institute is vitally concerned with the Programs and asks Regions to establish a Region Awards Program.  In connection with these Programs, and with approval of Institute, Institute Awards Committee has instituted a program whereby Regions work with Institute Awards Committee and Chapters to carry out Awards program in its entirety.

D.
In event no nominations for awards are received, awards are at discretion of Directors.

III
REGION AWARDS COMMITTEE
A.
Region Awards Committee is a standing committee whose responsibilities are:

1.
Scrutinize efforts by members and others to determine and recommend to Region Directors those worthy of region award recognition.

2.
Cooperate with their Region Directors and Region Awards Committee Correspondent to carry out aims and objectives of Institute Awards Program.

3.
Nominate candidates for Region Awards, review other nominations for Region Awards and cooperate in proper recognition.  Make recommendations to Institute Awards Committee of candidates for Institute Awards.

4.
Region Awards Committee consists of Awards Chair of each Chapter and a Chairperson.  Committee Chairperson is appointed by Presiding Director at least seven months prior to Region Conference.  Deputy Director is an ex-officio member of committee.

IV
REGION AWARDS
Following Region Awards may be presented each year.  Awards Committee determines which awards are to be bestowed according to merits of nominees.  Awards Committee is not required to recommend every available award each year. 

A.
Frank Stanton Memorial

Awarded to an individual who has rendered outstanding service to Region or contributed greatly to Region or to CSI in general far above and beyond normal expectations.  This award is given with due deliberation and is highest award Region can bestow.  Not more than one award given yearly.

Submit nomination in format located at last page of this Appendix and with not less than three letters of recommendation.

Form of Award:  Certificate – this award may be bestowed posthumously.

NOTE:  Frank Stanton was a member of both Puget Sound and Portland Chapters.  Frank was an architect who went into specification writing probably due to his stuttering problem.  Frank was a professional specification writer who during his career helped many young architects as they were coming up in a career in architecture.  He also published guide specs in a hard copy, originally in AIA format and later in CSI format.  Frank was an excellent storyteller.  During his career Frank was employed by several prominent Seattle architects.  When Northwest Region was interested in adding a new award for its highest, it was aptly named Frank Stanton Memorial Award.

B.
Certificate of Appreciation
Awarded to an individual who has rendered distinguished service to Region in advancement of its objectives or its administration.  Not more than one award given yearly.  Submit nomination in format at last page of this Appendix and with not less than three letters of endorsement.  This Certificate of Appreciation is second highest Award that Region can bestow.

Form of Award:  Certificate.  This award may be bestowed posthumously.

C.
Organization Certificate of Appreciation
Awarded to a Chapter, firm or organization for distinguished achievement in objectives of Region and/or Institute for construction standards developed by a trade industry for a recognized part of a construction specification.

D.
Citation
Awarded to an individual or organization for some single outstanding specification writing accomplishment, such as better format, brevity but complete expression, separation of work by trades, or similar endeavors.  Submit nomination in format at last page of this Appendix and not less than three letters of endorsement.  Region Awards Committee may initiate such nomination without recommendation.

Form of Award:  Certificate.

E.
Cooperation
Awarded to a trade association, trade union, contractor association or professional association for exceptional liaison work with Region Chapters.  Not more than one award given yearly.

Form of Award:  Certificate.

F.
Specification Proficiency
Awarded to a member attaining particular proficiency in specification writing.  Not more than one award given yearly.

Form of Award:  Certificate.


G.
Education
Awarded to a member, committee or Chapter attaining special advancement in education or establishment of educational facilities in specification writing such as obtaining college recognition and establishment of a course in specifications.  Not more than one award given yearly.

Form of Award:  Certificate.

H.
Technical Excellence
Awarded to a member, committee or Chapter which has made greatest effort toward technical activity during year prior to Region Annual Meeting.  Judge technical activity by Region Technical Program Committee, review and recommended by Region Awards Committee to Region Directors for approval.  Not more than one award given yearly. 

Form of Award:  Certificate.

I.
Newsletter Excellence
Eligibility:  Published a monthly newsletter for each month (minimum nine issues per 12 month period).  Award is made to Chapter.  Criteria include: format, appearance, reporting, technical coverage, interest appeal and evidence of total Chapter involvement.  Not more than one award given yearly.

Form of Award:  Certificate.

J.
Publications Commendation
Awarded to an individual, chapter, firm or organization for their production of an outstanding special or continuing publication in areas related to purposes of CSI.  This award may recognize a chapter or non-chapter publication.  Submission for award may be made by a Chapter or by any three members within Region.  Entries include one copy of special publication being judged or, in case of a continuing publication, one copy of each issue circulated during a twelve-month period.  Submit entries to Region Awards Committee Chairperson 60 days prior to next Annual Meeting.  Submit nomination in format at last page of this Appendix including not less than three letters of endorsement.

Region Awards Committee Chairperson notifies recipient (s) and requests attendance and presence at Region Annual Meeting to receive Award in appropriate ceremony.  Not more than three awards given yearly.

Form of Award:  Certificate.

K.
Chapter Growth
Awarded to that Chapter within Region showing greatest percentage of growth for fiscal year preceding Region Conference as determined from membership records of Institute.  Eligibility requires Chapter chartered at least 18 months prior to July 1 of award year.

Form of Award:  Certificate.

L.
Directors Citation
Awarded by either Region director yearly to not more than five individuals at their sole discretion for exceptional work performed in behalf of Region.

Awardee(s) are selected by Region Directors.  Award(s) identities are not disclosed until presentation of award at appropriate ceremony at Region Annual Meeting.

Form of Award:  Certificate.

V

PROCEDURES
Submit nominations for a Region Award other than Chapter Growth and Region Director Citation to Region Awards Committee two months prior to Annual Region Meeting.  Region Awards Chairperson notifies each Chapter of submission deadline at least 30 days before that date.  Region Awards Committee submits recommendations to Region Directors at least 30 days prior to Region Annual Meeting.

Region Awards Committee considers nominations for awards and presents their recommendations for awards to Region Directors.  Chairperson of Awards Committee makes arrangements for Certificates of Award and assures their delivery to Awards Banquet at Region Conference.  Both Region Directors are responsible for presentation of Awards at Awards Banquet.


Refer to Appendix K - Past Awards

VI
REGION AWARDS COMMITTEE CALENDAR
Time prior to

Action

Conference
4 Months prior

Contact committee to start thinking about submittals.  Remind Region Directors to start thinking about awards.

3 Month  prior

Ask for submittals and give one month to respond.  Send a reminder at two week period.  Don't forget to ask for Region Director's Awards from Directors.

6 Weeks prior

Receive ballots and tally them.

5 weeks prior

Price and order frames.

4 Weeks prior

Prepare awards and send to Region Directors for their signatures.

1 Week prior

Frame awards and relax, you made it.
VII
HELPFUL HINTS
A.  
Discuss what awards are for and how we can get more awards.

B.  
Get budget amount from Region Directors early so that you know how much to spend on framing so you and your employer can be reimbursed for all or some of your expenses.

C.
Get Committee rocking and rolling early.
D.
Verify award forms work with laser or other printer you are planning to use.  One doesn't want to end up cutting width of award forms by an eighth of an inch or more.  

E.
Shop around for frames.  Use mats if possible.

F.
Allow time for signing of Awards by Region Directors, who are usually not in your city, and framing of awards.  (Metal frames can be put together in hotel/motel room night before).

END OF APPENDIX D

AWARDS FORMAT
To:
Awards Committee Chairperson, Northwest Region CSI.  (See pages 25, 26-28 for Region Awards)

(I) (WE) hereby nominate (name of individual or group) for (name of award as follows:

Award from Northwest Region of The Construction Specifications Institute.

(I) (WE) believe nominee deserves recognition for following reasons:

Signature_____________________________________________

Chapter_______________________________________________

Date__________________________________________________



APPENDIX E


BIOGRAPHICAL INFORMATION


CANDIDATES FOR REGION DIRECTOR NOMINEE


NORTHWEST REGION


THE CONSTRUCTION SPECIFICATIONS INSTITUTE
NAME_____________________________________________________DATE____________

HOME ADDRESS____________________________________________________________

                                           (Street)                  (City)         (State)     (Zip)

BUSINESS FIRM NAME______________________________________________________ 

TELEPHONE__________________________________FAX__________________________

BUSINESS ADDRESS________________________________________________________                                    (Street)                  (City)         (State)     (Zip)

MAILING ADDRESS (Check one)_______HOME   _______BUSINESS

MEMBERSHIP CLASSIFICATION_________________JOINED CSI_________________

CHAPTER (S) AFFILIATION AND DATES_____________________________________

 
_____________________________________________________________________________

BUSINESS ACTIVITY INFORMATION AND TYPE OF BUSINESS

____Specification Writer

____Draftsperson (A&E)

____Specification Consultant

____Manufacturer

____Architect, Arch. Cons.

____Distributor or Supplier

____Engineer, Engr. Cons.

____Attorney

____Contractor, Cont. Cons.

____Manufacturer's Rep

____Publication



____Sales or Distribution Exec.

____Arch. Engr. Mgmt.


____Assn. Exec. Educator, Research Worker

____Other, describe__________________________________________________________

FIRM IS CONSIDERED (small)  (medium)  (large) IN ITS FIELD.

FIRM OPERATIONS ARE PRIMARILY  (local)  (regional)  (national).

PERSONAL – Briefly list professional or business background.

PERSONAL ACTIVITY – Briefly describe activity or responsibility in your business, firm or institution, that you are primarily engaged in or concerned with such as specification writing, architectural or other design, administrative, promotion, field rep, estimating/expediting, construction or similar description.  

SERVICES TO CSI:  Show office(s) committee appointments, awards received, delegate for annual convention, region conferences, speaking engagements or other activity.  Denote committee chairperson by an asterisk *.  Use additional sheets if necessary.  List all dates consecutively (list both month and year) ending with most recent.

DATES

SERVICE
From - To (mo./yr.) (mo./yr.)


CHAPTER

REGION

INSTITUTE

AWARDS

MEMBERSHIP IN OTHER RELATED ASSOCIATIONS OR SOCIETIES

 
REGISTRATIONS  (Show States) 

EDUCATION  (List High School, College/University and Other)

I accept nomination and agree to serve if elected (for office of or as Director for)


(Date)                                                  (Signature of Nominee)

NOMINEE:  Please enclose recent 3 X 5 black and white photograph, head and shoulder shot with coat and tie for men and appropriate dress for women.

Attach not less than three letters of recommendation from members of the Construction Specifications Institute.
END OF APPENDIX E


APPENDIX F


CHAPTER REPORT TO COORDINATING COUNCIL


NORTHWEST REGION


THE CONSTRUCTION SPECIFICATIONS INSTITUTE

A.
Prepare Chapter Report to Coordinating Council on form located after this page.

B.
Send copies to both Region Directors at least two weeks prior to Council Meeting held concurrently with Annual Region Meeting.
C.
Distribute copies to each Chapter at Region Meeting or send copies to each Chapter President not less than two weeks prior to Annual Region Meeting.

END OF APPENDIX F

CHAPTER REPORT TO COORDINATING COUNCIL


NORTHWEST REGION


THE CONSTRUCTION SPECIFICATIONS INSTITUTE

1.
Chapter:
2.
Date:  
3.
Chapter Meeting Location:




 Meal Price $
4.
Contact Person and Phone:

5.
Approximate Average Chapter Meeting Attendance:

6.
Total Chapter Membership:
7.
Size of Chapter Board of Directors:
8.
Special Committees:
9.
Financial:
Attach copy of current fiscal year budget.

Summarize key income producing activities (Product Shows/Fairs, Seminars, CSI Products, other income etc.).  


Type information requested then delete instructions.

10.
Best Chapter Meeting Program Subjects From Last Year and Why?:
List as many as appropriate.  Attach list of programs from previous year if available.  
Type information requested then delete instructions.
11.
Special Activities: (educational, technical etc.  Delete this after information is typed).

12.
Awards:
Region Awards:
Institute Awards:
13.
Chapter Strengths:
14.
Chapter Weaknesses:
15.
Chapter Improvement Suggestions:


Delete these notes upon completion of Report.
NOTES
Adjust above paragraphs above as needed.

It is anticipated each Chapter prepares this report by electronic media.  Either copy this form onto your computer or request a 3-1/2" disk from Region Directors.  Adjust headings and information as needed to complete this form.

Send copies of report to both Region Directors at least two weeks prior to Council Meeting held concurrently with Annual Region Meeting (usually in September each year).  

APPENDIX G

CERTIFICATION COMMITTEE


THE CONSTRUCTION SPECIFICATIONS INSTITUTE


NORTHWEST REGION
I
Prior to each fiscal year, presiding Director appoints a Region Certification Co-Chairperson for Certified Construction Specifier – CCS, Construction Documents Technologist - CDT, Certified Construction Products Representative – CCPR and Certified Construction Contract Administrator -CCCA.  (Refer to Article VII, Paragraph C, Page 6).

II
Region Certification Chairperson, under direction of Region Directors and Council coordinates certification activities within Region including following:

A.
Establish and maintain direct communications with each Chapter Certification Chairperson (CCC).

B.
Provide guidance and support to Chapters by keeping them current on information concerning Certification activities including activities of Institute Certification Committee (CERTCOM).  Provide liaison between CCCs and CERTCOM.

C.
Encourage study courses, both single and group within each Chapter, to assist in preparing for tests.  Provide information available for study courses to each Chapter Certification Chairperson.  Provide opportunities for Chapters to share certification study session techniques and information.

D.
Assist Region Directors in promoting and coordinating Region Activities in support of Institute's Certification programs.  Maintain close communications with Region Directors.

E.
Inform CERTCOM of progress of Chapter certification programs.  Identify Region resources and certification programs capable of contributing to CERTCOM and general membership.

F.
Attend and report to Council Meeting and Region Annual Meeting on certification activities at Institute, Region and Chapter levels.  Lead Roundtable discussions with CCCs at Region meetings.

G.
Expenses.  (Refer to Article V, Paragraph D6, Page 5).

III
Direct communications to CERTCOM through CERTCOM member designated as Northwest Region Liaison.

A.
If correspondence is to:

1.  CCC - Copy to Region Directors and CERTCOM rep.

2.  Others RCCs - Copy to Region Directors and CERTCOM rep.

 

3.  CERTCOM Rep - Copy to Region Directors.

4.  Region Directors - Copy to CERTCOM rep.

B.
If correspondence is from:

1.  CCCs - Copy to Region directors and CERTCOM rep.

2.  Other RCCs - Copy to Region Directors and CERTCOM rep.

IV
Region Certification Committee Calendar

Time


Action
July
Attend RCC Orientation at Institute Headquarters in Alexandria, Virginia.  Disseminate information received at orientation to Chapter CCCs.

Aug
Initiate contact with CCCs.

Sept
Attend Region Conference.  Lead Roundtable discussions with CCCs.  Provide report at Council meeting and Region Annual Meeting.  Disseminate summary of Roundtable discussions to CCCs, CERTCOM Rep and Region Directors.

Oct
Request preliminary report and study session schedule from CCCs (Due RCC by October 15).  Prepare preliminary report for CERTCOM Rep (Due November 1).  Identify upcoming events and establish Region Certification Study Session Calendar.

Nov
Contact and assist CCCs.  Promote certification exam participation.

Dec
Contact CCCs, monitor Chapter study session organization and update RCC Study Session Calendar.

Jan
Request updated report and study session schedule from CCCs (Due RCC by January 15).

Feb
Monitor Chapter study sessions.  Assist CERTCOM Rep in arranging for proctors and exam locations.

March
Monitor Chapter study sessions.  Update RCC Study Session Calendar.  Contact Region Directors in reference to Leadership Conference Program.

April
Certification exams are first Saturday in April.  Submit budget to Finance/Treasurer and Region Directors. Submit name(s) of possible Co-Chairpersons for forthcoming year to Region Directors.

May
Contact CERTCOM rep for exam statistics.  Assist CCCs with study session evaluation.

Attend Leadership Conference.  Lead Roundtable discussion with CCCs.  Provide report at Council Meeting and at General Membership Meeting.  Submit final report to CERTCOM Rep, CCCs and Region Directors (Due May 15).

Submit letters of Appreciation to deserving CC's with copies to Chapter President and Region Directors.

Submit individual recommendations to Region Awards Chairperson and assist Chapters in preparing award submittals.

Submit expenses to Finance/Treasurer.  (Refer to Article V, Paragraph D6, Page 5) 

Deliver records and information regarding Certificate Committee activities to successor or to Region Directors upon completion of appointment.

END OF APPENDIX G

APPENDIX I


MEMBERSHIP COMMITTEE


NORTHWEST REGION


THE CONSTRUCTION SPECIFICATIONS INSTITUTE

I
Prior to each fiscal year presiding Director appoints a Region Membership Co-Chairperson.   (Refer to Article VII, Paragraph G, Page 6)

II
Region Membership Chairperson under direction of Region Directors coordinates Membership activities within Region including following:

A.
Establish membership goals and manage membership promotion and retention in cooperation with Chapter Membership Committees within Region.

B.
Establish and maintain direct communications with each Chapter Membership Committee throughout year facilitating, motivating and monitoring membership development.

C.
Provide guidance and support to Chapters by keeping them current on information concerning membership activities.

D.
Conduct an orientation briefing and leadership training for Chapter Membership Committees at Region and Council meetings.

E.
Provide written report of Membership Committee to Region Directors no later than two weeks prior to Region and Council meetings

F.
Perform other related duties as assigned by Region Directors.

G.
Expenses.  (Refer to Article V, Paragraph D6, Page 5).

END OF APPENDIX I

APPENDIX J


OPERATIONS GUIDE COMMITTEE


NORTHWEST REGION


THE CONSTRUCTION SPECIFICATIONS INSTITUTE

I
INTENT

A.
Maintain yearly updating and maintenance of Operations Guide.  (Refer to Article VII, Paragraph I, Page 7)

B.
Committee Chair reports to Region Directors

C.
In addition to yearly update and maintenance of Operations Guide, maintain and update following:

Northwest Region Plan Centers List

Northwest Region Substitution Request Form w/Instructions

Northwest Region Officers and Committee Chairs

Northwest Region Chapter Presidents, Chapter Newsletter Editors and Region Newsletter Editor

Northwest Region Conferences

Northwest Officers and Committee Chairs 

Refer to Appendix S Page 56 for copies of these publications)

II
OPERATIONS GUIDE PUBLISHING
A.
Publish yearly after inclusion of updates and revisions.

B.
Distributions of Operations Guide 2003-2004 as follows:

14 to Region Officers and Directors

4 Spares to Region Directors (2 to each Director)

8 to Chapter Presidents

5 to selected CSI members and other Region exchanges

4 to Operations Guide Chair (For later distribution as needed)

Print not less than 35 Operation Guides

C.
Expenses:  (Refer to Article V, Paragraph D6, Page 5)


END OF APPENDIX J

APPENDIX K


PAST AWARDS


NORTHWEST REGION


THE CONSTRUCTION SPECIFICATIONS INSTITUTE

Frank Stanton Memorial

2005
Sherry Harbaugh-Lape CSI CCS – Spokane Chapter

2004 
Jeffrey Callahan CSI CCCA – Cook Inlet Chapter

2002
James A. Chaney FCSI CCA – Willamette Valley Chapter

2001
John Lape FCSI CCS – Portland Chapter

1997
Richard Kissick CSI CDT – Mt. Rainier Chapter
1996
Robert Kenworthy CCS CCCA - Mt. Rainier Chapter 
1995
Christopher Bushnell CCS – Mt. Rainier Chapter

1991
James M. Robertson FCSI CCS – Willamette Valley Chapter

1989
Dave Thomas FCSI – Puget Sound Chapter

1988
Arthur A. Nordling FCSI CCS – Spokane Chapter

1987
Lee Kilbourn FCSI CCS – Portland Chapter

1986
Paul Edlund FCSI CCS – Willamette Valley Chapter

1985
Robert Fritsch – Willamette Valley Chapter

1984
Jesse T. Wilkins Jr. FCSI – Puget Sound Chapter

1983
Kenneth L. Searl FCSI CCS – Portland Chapter

1982
Walter F. Bishop FCSI CCS – Puget Sound Chapter

1979
Donald Paine FCSI – Puget Sound Chapter

1978
Don Kroecker – Portland Chapter

1977
Larry Byington – Puget Sound Chapter

Certificate of Appreciation

2004 Nora Vivarelli CSI – Puget Sound Chapter – Contribution to improve communication,

involvement and encouragement to others.

2003 Sherry Habaugh CSI CCS – Spokane Chapter promoting Chapter Meeting Programs

2002
James M. Robertson FCSI CCS – Willamette Valley Chapter Institute Technical Committee, CCCA Module and the Manual of Practice Editorial Advisory Board

2001
Jody Moore CSI CDT – Portland Chapter – Services to Chapter and Region

1998
Darwin Doss CDT – Capital Chapter - Certification Instructor


Richard Kissick CCPR – Mt. Rainier Chapter - Service as Region Director



Sherry Harbaugh CCS – Spokane Chapter - Outstanding Leadership, 97 Region Conference

1997
Ronald N. Eakin CSI CDT  

1994
Robert Kenworthy CCS – Annual Leadership Conference

1991
Jack Scholes – Region Trustee

1989
Don Wisdom – Region Conference Committee Chairperson

1988
Glen Cline – Unselfish and dedicated Service to CSI

1987
Kenneth L. Searl FCSI CCS – Continued Service and Dedication to Region

1986
James M. Robertson FCSI CCS – Multitude of Activities

1985
Thomas Carberry – Trade Shows

1983
William R. Mincks

1982
Paul Edlund FCSI CCS – Advancement of CSI Objectives

1980
Lee Kilbourn FCSI CCS – Technical Documents

1979
Richard Ehmann FCSI CCS

1978
Lee Kilbourn FCSI CCS

1976
Don Walton

1974
Gordon Todd

Organization Certificate of Appreciation

2004
McGraw/Hill – Brian White

2003 The MPG Group – Establishment of first regularly published Region Directory

2001
Arctic Slope Consulting Group Inc.

1998
Puget Sound Chapter
1997
Washington State Council Painting & Decorating Contractors of America

1992
Mt. Rainier Chapter – Liaison Work, New Chapter Achievements

1989
Puget Sound Chapter – Pro Spec 88 and 89

1986
State of Alaska DOT/PF Division of Standards and Technical Services

1983
Masonry/Ceramic Tile Institute

1982
Morse Brothers Prestress Inc.

1981
Northwest Lath and Plaster Bureau

1980
Oregon Council Painting and Decorating Contractors Association (PDCA)

Portland Chapter – Seminar

Citation
2005
Cherie McNabb, CSI, CDT- In appreciation for making Portland Products and Services Fair Successful.

Jon Texter, CSI – In implementing the dinner sponsored program at the Willamette Valley Chapter

David Huffman, CSI, CDT – For revitalizing Pro-Spec.

Jane Phifer, CSI – In recognition while serving as Executive Directory of the Portland Chapter.

Konrad Hee, CSI – In recognition of articles for the Puget Sound Chapter newsletter The Spectrum and developing the History Corner.

2004
Robert D. Kenworthy, FCSI, CCS, CCIA – Appreciation and recognition of your valuable contribution as Chairman of the 2004 Region Conference Planning Committee and your encouragement and support to the Region.

2003
Sandra M. Velleca CSI CDT – Contribution to improving specifications regularly published Region Directory

1985
Kenneth L. Searl FCSI CCS – News Column

1982
Allen D. Thurman – Specification Development

1980
Portland Chapter – Substitution Request

1978
Lee Kilbourn FCSI CCS 

Cooperation

2001
Associated General Contractors – CSI Support in Alaska and Northwest Region

1997
International Interior Designers Association

1994
Construction Data – Long Standing Support of Northwest Region

1989 
Spokane Chapter AIA – Product Show Co-Sponsorship/Joint Committee

1987
CEO – Portland: AGC/AIA/CEO - Construction Library, Multnomah County Library
Specifications Proficiency

1996
Edward D. Storer CSI CCS    

1995
Douglas A. Holderman AHC CSI – Door Hardware Schedule

Education

2005
Richard Heiserman, CSI, CCCA, AIA – For promoting MasterFormat 2004

2004 Jerry Litwin, CSI, CCCA – For activities on the Professional Development Committee

2003 Perry White, CSI, CDT – Provided quality educational programs as part of the Mt. Rainier      Chapters “Get Technical” programs session.

2001 Richard Heiserman, CSI, CDT, AIA – For planning the NW Region Leadership Conference in     1998 and 2000.

2000
Richard Heiserman, CSI, CDT, AIA – In recognition for presenting the Organization of Contract Document to the Oregon Building Officials Association.



1999
Bob Kenworthy CSI CCS CCCA – For activities in organizing NW Region Leadership Conference
1998
Ronald Eakin CDT – Promoting Region as Chair of Institute Professional Development Committee
1997
Richard Floyd CSI CDT & David Walter CSI 

1994
Donal M. Ketner CCS – Promoting & Development of Certification Program

1993
Dennis E. Obert – Teach Programs to Prepare Candidates for 1993 CDT/CCS 

Exams



1992
Joint Award – University of Construction Documents Workshop

Paul Edlund FSCI and Denny Hellesvig 

1991
Ronald N. Eakin -

1990
Willamette Valley Chapter – Outstanding exam courses for CCS and CDT

 
1989
Cook Inlet Chapter – Outstanding exam courses for CCS and CDT

1988
Jim Jeffers – Support of Education Program at Chapter, Region and Institute levels

1987
Willamette Valley Chapter – Design/Build Process Seminar

1986
Jeff Jeffers and Don Ketner – Seminars and Workshops

1984
Stan Carper - Seminar with Mt. Hood Community College

1983
Ernest A. Moore Jr. – U of W Program




Richard Gira – Chapter, Region, Institute

1982
Puget Sound Chapter – Specifications Seminars

1981
Cook Inlet Chapter 

1980
Portland Chapter 




Larry Arnold, Education Committee 




Rob McDonald, Technical Document Committee 


Technical Excellence 

2003
Tom Deines CSI CCCA – Contributions of the Institute’s technical publications and certification program through writing Module 7 – Construction, of the new Project Manual

2001
Tom Deines CSI CCCA – Willamette Valley Chapter – Institute Technical Committee

1994
Puget Sound Chapter CSI - Development of Guide Specification Pool

1993
John B. Lape - Establish Joint Code/Permit Committee to work with City of Portland

1991
Colin R. Jones - 

1990
Jim Dufala - Organizing Monthly Portland Chapter Seminars

1989
John Brockett - Region Technical Activities

1988
John Brockett   Region Support of Technical Documents Committee

1987
Tim Stover - Chapter Documents Program, Specification Guides

1986
Robert R. Klas - Region Technical Chairperson

1974
Rob McDonald -

1972
Lee Kilbourn FCSI CCS -

Newsletter Excellence

2005
Loren Berry, CSI, CDT, AIA – For your willingness to revitalize the Documentor.

2004
Loren Berry, CSI, CDT, AIA – Recognition for your efforts as Editor of the Documentor.


2003
Dianne Kuykendall CSI – Recognition for publishing a high quality newsletter, The Predicator, Portland’s Chapter’s Newsletter


2002
George M. Bleekman III, CSI CDT – Willamette Valley Chapter – The Documentor


2001
Doug Mansfield – Willamette Valley Chapter


1999
Willamette Valley Chapter - The Documentor - Michelle Cross CSI Editor
1998
Willamette Valley – The Documentor - Tom Deines CSI Editor

1997
Spokane Chapter, Corey Hogan Bippes CSI

1995
Puget Sound Chapter – The Spectrum, Relta M. Gray CSI Editor

1994
Willamette Valley Chapter – The Documentor

1993
Mt. Rainier Chapter – The Specifics

1992
Willamette Valley Chapter – The Documentor

1991
Puget Sound Chapter – Spectrum, Relta M. Gray Editor

1990
Willamette Valley Chapter – The Documentor, Randy Nishimura

1989
Portland Chapter – The Predicator    
   

1988
Portland Chapter – The Predicator, Linda Bowman Editor

1987
Portland Chapter – The Predicator, Inga Vrla Editor

1986
Portland Chapter – The Predicator, Inga Vrla Editor

1985
Puget Sound Chapter – Spectrum

1984
Portland Chapter – The Predicator, Margie Largent Editor

1983
Cook Inlet Chapter – Inlet Outlet

1982
Willamette Valley Chapter – The Documentor

1981
Puget Sound Chapter – Spectrum

1980
Spokane Chapter – The Punch List

1979
Portland Chapter – The Predicator, Margie Largent Editor

1975
Portland Chapter – The Predicator, Don Walton Editor

1974
Portland Chapter – The Predicator, Lee Kilbourn Editor

1973
Portland Chapter – The Predicator, Lee Kilbourn Editor

1972
Portland Chapter – The Predicator, Jim Luey Editor
Publications Commendation

2005
Lee Kilbourn, FCSI, CCS, FAIA – For contributions in assembling the 2005 Region Directory

2004
Ken Searl FCSI CCS, FAIA – Recognition for your contributions to the construction industry and Northwest region CSI for writing313 BS by KS columns and updates of the Region Operations Guide.

2003
Ken Searl FCSI CCS – recognition for ongoing contributions and recognition of the 300th BS BY KS Column

1997
Portland Chapter

1995
Publications Committee, Puget Sound Chapter - Annual Puget Sound Chapter's A&E Service and Trade show – ProSpec

Bette Lovgren, Puget Sound Chapter – Preparing and Publishing an Excellent Chapter Ballot

1994
James Chaney, CDT – Development of Leadership Conference Handbook

1993
Linda M. Bowman – Editing The State of the Region newsletter of Northwest Region

1992
James Coates-Chaney – Chapter Directory and Reference 1991/1992

1991
James A. Coates-Chaney-

1989
Spokane Chapter – Directory and Chapter Roster   

1989
Puget Sound Chapter – Roster

1987
Cook Inlet Chapter – Chapter Roster and Buyer's Guide Listing

1986
Spokane Chapter – Northwest Region Construction Industry Roster, Specification Directory and Buyers Guide

Willamette Valley Chapter – Chapter and Handbook



1985
Spokane Chapter – Northwest Region Construction Industry

1984
Willamette Valley Chapter – Chapter Directory

1983
Portland Chapter – Chapter Directory, Lee Kilbourn




Puget Sound Chapter – Chapter Director and Operations Guide


Electronic Publication Commendation


2005
Spokane Chapter

Chapter Growth

2005
Idaho Chapter


1990
Idaho

2004
Cook Inlet


1989
Portland

2003
Mount Rainer


1987
Idaho

2002
Mount Rainer


1986
Idaho

2001
Willamette Valley

1985
Idaho

1999
Puget Sound


1984
Spokane

1998
Puget Sound


1983
Cook Inlet

1997
Puget Sound


1982
Cook Inlet

1996
Puget Sound


1981
Puget Sound

1995
Spokane


1980
Spokane

1994 Cook Inlet


1976
Portland Chapter


1993
Spokane


1975
Portland


1992
Mount Rainer


1991
Mount Rainer & Portland

Directors Citation

2005
Rand Neu, CSI, CDT – In recognition in getting the Northwest Region Website revived, user friendly, accurate and informative.

Anne Whitcare, CSI, CCS – In promoting the Region while serving on the Institute Certification Committee.

Art Nordling, FCSI, CCS – In appreciation in procurement of sponsors for the 2005 Northwest Region Conference.

Robert Simmons, CSI, CDT – In recognition for researching the history behind chapter awards for Puget Sound and NW Region Awards.

Steve Turney, CSI, CDT – In recognition to step up to the Idaho Chapter leadership role.


2004
2004 Region Conference Planning Committee – In appreciation and recognition of your valuable contribution in planning a successful outstanding Region Conference.




Nora Vivarelli    Perry White    Skip Angell    Donald Long    Jerry Litwin    David Rice




Bob Kenworthy    Larry Barger    Jim Hestor    Barb Dalton    Kit Burns




Don Schuman CSI CDT – In Appreciation and recognition of your dedication as Membership Chair of the Puget Sound Chapter, consistently causing the Chapter to have one of the largest in new members in the country.




Lee Kilbourn FCSI CCS FAIA – In appreciation and recognition of your dedication as Membership Chair of the Portland Chapter, consistently causing the Chapter to have one of the largest in new members in the country.

Steve Turney CSI CDT – In appreciation and recognition of your dedication to revitalize the Idaho Chapter.

Marc Burelson CSI – In appreciation and recognition of your dedication to developing the Chapter Newsletter, plan monthly meetings and events for the Capital Chapter while serving as Chapter President.

Steve Gunn CSI CDT – In recognition of your countless hours of volunteer work planning, organizing and tapping one of the truly powerful assets of CSI – networking in the construction community to facilitate the construction of the Child Care, child care building for financially challenged children and families, while serving as the CSI Community Outreach chair for the Willamette Valley Chapter.

Michelle Cross CSI – In appreciation and recognition of your dedication to persevere through multiple chapter crises and never miss a beat while continuing to lead the Willamette Valley Chapter with conviction, clear directions and resourcefulness as Chapter President.

Dave Huffman CSI CDT – For your vision and commitment to successfully revitalizing and involvement with Pro-Spec for the Puget Sound Chapter.

Robert Simmons BS CSI CEO – For your effort and commitment in working with IRS and the State of Washington in developing the Puget Sound Foundation for the benefit of CSI Chapter and Region members.


2003
Anne Whitacre CSI CCS – Dedication in planning and hosting 2002 NW Region Conference

Denise Carpenter CSI – Recognition and appreciation and seeing through the 2003 NW Region Conference in Boise, Idaho

Karen Morris CSI – Recognition and appreciation while planning and seeing through the 2003 NW Region Conference in Boise, Idaho

NW Region Conference in Boise, Idaho

Richard H. Heiseman CSI CDT AIA – Recognition and appreciation while planning and seeing through the 2003 NW Region Conference in Boise, Idaho

David Birdsall CSI – Recognition for continuing behind the scenes support of Spokane Chapter and role in revitalizing the Chapter


2002
Curtis Austin CSI CDT – Portland Chapter – Strategic Planning

Willamette Valley Chapter 2002 NW Region Conference and CSC National Convention at Banff Centre for the Arts in Banff, Alberta, Canada




Lore Berry CSI – Willamette Valley Chapter – Region Conference Committee Chair

John Lape FCSI CCS – Portland Chapter – 2002 NW Region Conference and CSC National Convention at Banff Center for the Arts in Banff, Alberta, Canada

Stephen Revey FCSC – Constructions Specifications Canada – 2002 NW Region Conference and CSC National Convention at Banff Centre for the Arts in Banff, Alberta, Canada

James Wilson CSI CCS – Portland Chapter – Insightful Presidents Columns

Bob Isles CSI – Puget Sound Chapter – Student involvement CSI and scholarship fund raising

Sherry Harbaugh CSI CCS – Spokane Chapter – Vision and efforts in promoting Spokane Chapter


2001
LaVone Clausen CSI – Capital Chapter – Region Trustee




Puget Sound Chapter – 2000 NW Region Conference in Port Ludlow, Washington




Cook Inlet Chapter – 2001 NW Region Conference at Alyeska Resort in Girdwood, Alaska




Ed Storer CSI CCS – Puget Sound Chapter – Student Affiliate at University of Washington




David Walter CSI  - Puget Sound Chapter – Academic Affairs & Student Scholarship Programs




Robert Lyons CSI – Puget Sound Chapter – Student Affiliate at University of Washington




Loren Berry CSI AIA – Willamette Valley Chapter –Educational Programs

Larry Barger CSI CCS and BJSS, Duarte Bryant – Mount Rainer Chapter – Support of employee involvement in CSI

2000 Willamette Valley Chapter – For production of a Subcontractor Bid Form

Capital Center – For outstanding work in hosting 1999 Region Conference at Kah-Nee-Ta Resort.

Edward F. Fatz CSI CCPR – For faithfully fulfilling duties as Region Award Chair and assisting on Institute nominations.




Dr. J. P. (Perky) Kilbourn – For spearheading the boon on Mary Alice Hutchins FCSI AIA




Puget Sound Chapter – For Student Affairs Programs


1999
Jody Moore CSI CCPR – For organizing group dinner at LA Convention




Richard Heiserman CSI CDT – For 1998 NW Region Conference




Dianne Kuykendall CSI – For Northwest Region Editor, past two years




Sherry Harbaugh CSI CCS – For rewriting CCPR portion of MOP  
1998
John Corbett CCPR – Puget Sound Chapter

David Huffman CDT – Puget Sound Chapter
1997
Paul Edlund FCSI CCS, Karen Morris CSI CDT

Kenneth L. Searl FCSI CCS, Edward D. Storer CSI CCS

1996
Brad Williamson CCS – Region Newsletter Publication

Sherry Harbaugh CCS 

Don Schuman 

Allen D. Thurman 

Betty Lovgren 
1995
John B. Lape CCS – Outstanding Commitment and Dedication

Margie Largent CSI – Service to Region Gathering Historical Data

Linn West CSI – Presenting 1994 Region Conference

Edward F. Fatz CCPR CSI – Service to Members of Portland Chapter

James W. Palmer CDT CSI – Guiding Puget Sound Chapter Into New Growth 

1994
Inge Carstanjen CDT – New Members Orientation Program

Portland Chapter – Share Groups Groundbreaking Efforts

Dennis D. Fitzgerald CCS – Institute's Certification Program

Jack E. Scholes CDT – Many Years as Northwest Region Trustee

Sandi Velleca CCS – Dedication for Past Service 

1993
Kathryn Atcher – Contribution to the success of the 1992 Region Conference

Robert D. Kenworthy – Commitment to success of Region Leadership Conference

Dick Kissick – Promoting the objectives of CSI and Region Leadership Conference

Ivan H. McCormick – Effort and ingenuity put forth as Region Technical Chairperson 

Mt. Rainier Chapter – Organizing and hosting Region Leadership Conference

Kenneth L. Searl FCSI CCS – Devotion and unselfish contributions to the Region to 

promote the advancement of the objectives of the Institute

1992
Don Michael Amsbury – Enhancing Chapter Involvement in CSI

Darwin V. Doss – Leadership during formation of Capital Chapter

Ronald N. Eakin – Formation of Capital Chapter

Mary Alice Hutchins - Longstanding membership and continuing support

Willamette Valley Chapter – Assistance in chartering Capital Chapter
1991
Paul Edlund FCSI CCS -

Arthur A. Nordling FCSI CCS

Dennis E. Obert

Joe Maliszewski

Kenneth L. Searl FCSI CCS

R. Ray Totten
1990
Teresa Swick – Formation of Mt. Rainier Chapter

Christopher Bushnell – Formation of Mt. Rainier Chapter

Lou Novak – Excellence in Programs, Attendance and Chapter Administration

1989
Dick Gira, Region Director

James E. Davidson, Portland Chapter
         

Portland Chapter Education Committee

Cook Inlet Chapter

Willamette Valley Chapter

1988
Anne Whitacre – Region CCS/Certificate Program

Clifford L. Hitchens – Region Awards Program

Les Seeley – Motivation Seminar '88 Leadership Conference

Inga Vrla – Organizing '88 Leadership Conference

John Greiner – Tenure of Office as Region Director

1987
John Brockamp – Chapter Member Chairperson

Jeffery E. Jeffers – Region Education Chairperson

Kenneth T. Nagao – Chapter President

Dick Owen – Region Trustee

Robert Klas 

1986
Linn West – Leadership Training

Arthur A. Nordling FCSI CCS – Dedication Northwest Region

Cook Inlet Chapter – CCS Program

Norman Rosenzweig – Operations Guide

Cliff Hitchins – Awards

1985
Betty Bellwood – Leadership Training

Jeffrey E. Jeffers – Publications

George H. Nachtsheim – Finance Chairperson
1984
Roy H. Hall

Duane F. Hall

Robert W. Fritsch

Robert R. Klas

1983
George H. Nachtsheim – Trustee

Joel Wessenberg – Region Technical Chairperson

John McCool – Region Education

Robert W. Fritsch – Region Education

Richard C. Ehmann FCSI CCS – Conference Chairperson

James V. Bernhard – Region Awards Committee

1982
Eliot B. Mohr – Conference Chairperson

Donald F. Walton – Establishing New Chapter

John H. Greiner – Leadership Conference

Glen E. Cline – Organizing New Chapter

James V. Bernhard – Region Awards Committee

1981
Donald F. Walton – Service to Region

Richard Gira – Institute Professional Development Committee
Thomas Smith - Chairperson 1981 Region Conference

Jesse T. Wilkins Jr. FCSI - Institute Technical Committee

1980
Robert Fritsch CSI 

Kenneth L. Searl FCSI CCS

1979
Kenneth L. Searl FCSI CCS

1978
Don Walton

1976
Lee Kilbourn FCSI CCS
1972
Richard Ehmann FCSI CCS – Outstanding Service

END OF APPENDIX K

APPENDIX L

NORTHWEST REGION FELLOWS

THE CONSTRUCTION SPECIFICATIONS INSTITUTE


Robert D. Kenworthy, FCSI, CCS, CCCA

Mt. Rainier Chapter


Walter F. Bishop FCSI CCS



Puget Sound Chapter


A. Larry Brown FCSI*




Portland Chapter


Chris B. Bushnell FCSI CCS AIA


Mt. Rainier Chapter


James A. Chaney FCSI CCCA


Willamette Valley Chapter


Tom Deines, FCSI, CCCA



Willamette Valley Chapter


Ron Eakin FCSI CDT




Willamette Valley Chapter


Paul Edlund FCSI CCS



Willamette Valley Chapter


Richard C. Ehmann FCSI CCS Emeritus

Portland Chapter


Larry G. Fisher FCSI




Spokane Chapter


Mary Alice Hutchins FCSI Emeritus


Portland Chapter


Seth Jackson FCSI




Puget Sound Chapter


Lee F. Kilbourn FCSI CCS



Portland Chapter


John B. Lape FCSI CCS AIA



Portland Chapter


Arthur A. Nordling FCSI CCS



Spokane Chapter


Donald E. Paine FCSI Emeritus*


Puget Sound Chapter


James M. Robertson FCSI CCS


Willamette Valley Chapter


Kenneth L. Searl FCSI CCS Emeritus

Portland Chapter


Frank Stanton FCSI*




Puget Sound Chapter


David E. Thomas FCSI*



Puget Sound Chapter


Sandra M. Velleca FCSI CCS CCCA


Cook Inlet Chapter


Jesse T. Wilkins Jr. FCSI*



Puget Sound Chapter


* Deceased

END OF APPENDIX L


APPENDIX M


PUBLICATIONS COMMITTEE


NORTHWEST REGION


THE CONSTRUCTION SPECIFICATIONS INSTITUTE
I
Prior to each fiscal year, Presiding Director appoints a Region Editor.

  
(Refer to Article VII, Paragraph K, Page 7).

II
Region Editor under direction of Region Directors and Council is responsible to coordinate news information and publish a Region Newsletter including following:

A.
Publish one issue just before Leadership and Region Conferences and one issue mid-fiscal year.

B.
Newsletters include promotion of Region Conferences and Institute Conventions, Institute Director's Reports, Council and Business Meeting Notes and Region Budget.

C.
Region Editor responsible for leading Publications Roundtable discussions at Region Conferences and providing annual committee report to Council.

D.
Expenses.  (Refer to Article V, Paragraph D6, Page 5).

END OF APPENDIX M

APPENDIX N


NORTHWEST REGION DIRECTORS


THE CONSTRUCTION SPECIFICATIONS INSTITUTE
PROFESSIONAL








Wallace W. MacDonald CSI

Puget Sound Chapter


1960-61 

Donald E. Paine FCSI


Puget Sound Chapter


1961-64

Richard C. Ehmann FCSI CCS

Portland Chapter


1964-67

Donald J. McKinley CSI


Spokane Chapter


1967-70

Walter F. Bishop FCSI


Puget Sound Chapter


1970-73

James Balzhiser CSI



Willamette Valley Chapter

1973-76

Jesse T. Wilkins Jr. FCSI


Puget Sound Chapter


1976-79

Paul Edlund FCSI CCS


Willamette Valley Chapter

1979-82

Arthur A. Nordling FCSI

             Spokane Chapter


1982-85

John Greiner CSI



             Puget Sound Chapter


1985-88

James M. Robertson FCSI CCS

Willamette Valley Chapter

1988-91

Sandra Velleca CSI CCS


Cook Inlet Chapter


1991-94

James E. Adkins Jr. CCS


Puget Sound Chapter


1994-97

John Lape FCSI, CCS


Portland Chapter


1997-2000

Robert Kenworthy, FCSI, CCS, CCCA 
Mt. Rainier Chapter


2000-2003

Richard Heiserman, CSI, CCCA, AIA
Portland Chapter 


2003-2006

INDUSTRY
Harlan Dean CSI



             Puget Sound Chapter


1971-74

A. Larry Brown FCSI


             Portland Chapter


1974-77

K. Richard White CSI


Spokane Chapter


1977

Bill Mincks CSI




Spokane Chapter


1978-80 

Bill Mincks CSI




Spokane Chapter


1980-83

David E. Thomas FCSI


Puget Sound Chapter


1983-86

Richard Gira CSI CDT


Portland Chapter


1986-89

Les Seeley CSI




Portland Chapter


1989-92

Jim Chaney CSI CDT           

Willamette Valley Chapter

1992-95

Dick Kissick CSI CCPR


Mt. Rainier Chapter


1995-98

Ron Eakin CSI CDT



Willamette Valley Chapter

1998-2001

Jeff Callahan CSI, CDT


Cook Inlet Chapter


2001-2004

Tom Deines CSI, CCCA


Willamette Valley Chapter

2004-2007

*K. Richard White (1977) resigned.  Bill Mincks was appointed to complete term and was elected for a three year term in 1980.

END OF APPENDIX N

APPENDIX O


CHAPTER PRODUCTS SHOW/FAIR SCHEDULING


NORTHWEST REGION


THE CONSTRUCTION SPECIFICATIONS INSTITUTE
To avoid conflicts, contact each Chapter within Northwest Region holding this type of event that could involve participation by other Chapters.  Also contact AIA Chapters to avoid any conflicts involving any special events scheduled for their organization.

If a Chapter wishes to hold an event during another Chapter's "Spring Window" (see below), contact other Chapter(s) if there is an apparent conflict.

Give consideration to avoid scheduling events during other Chapter's Dinner Meetings.

Coordinate with other Chapters as appropriate to avoid conflicts.

See Appendix T

END OF APPENDIX O

APPENDIX P


REGION CONFERENCE REPORT TO COORDINATING COUNCIL


NORTHWEST REGION


THE CONSTRUCTION SPECIFICATIONS INSTITUTE
I
Conference Report Contents
  A.
Maintain accurate record of Conference Committee Actions to Facilitate Report Preparation.

  B.
Prepare Conference Report covering following items:

1.
Budget Development.

  
2.
Conference Facilities.

  
3.
Conference Schedule.

  
4.
Conference Registration List.

  
5.
Table Top Show and Other Fund Raising/Mailers and Flyers.

  
6.
Selected Meeting Minutes.

  
7.
Sample Letters - Speakers.

  
8.
Sample Letters - Others.

9.
Final Cost Accounting (Refer to Page 12, Paragraph M).

10.
Other Pertinent Items.

II
Conference Report Submittal
  A.
Submit Conference Report not later than six weeks after Conference.

  B.
Submit copies of Report to each Committee Chair, both Directors and incoming Director (if applicable).  Also submit copies to Chairpersons of next two Conferences.

  C.
Active Committees of Northwest Region as of August 2004:

Archives





Nominating

Awards 





Operations Guide


 

Certification




Planning

Education




Publications

Leadership Conference


Region Conference


Membership




Technical

(Excludes two Conference Committees.  Refer to Article VII Region Committees, 

Paragraphs D & E, Page 8).

Names and addresses are shown on last page of Region Newsletter plus shown in Appendix S.

END OF APPENDIX P

APPENDIX Q


SAMPLE ANNUAL CHAPTER CALENDAR


NORTHWEST REGION


THE CONSTRUCTION SPECIFICATIONS INSTITUTE
I
INTENT
A.
Guide to assist new presidents and other Chapter leaders organize and anticipate events.

B.
Input from users is welcome.  Forward suggestions to either Region Director.  Forwarding a copy of each chapter's Annual Calendar to Region would also be helpful.

C.
It is suggested that this sample calendar be used in preparation of each Chapter's annual calendar with information shown as needed including Chapter Board and Chapter Meetings.  Include other information pertaining to an individual Chapter such as upcoming Product Shows, Leadership and Region Conferences.


SAMPLE ANNUAL CALENDAR
July/August

Establish Chapter Goals for fiscal year.

Establish committee assignments for Directors.

Hold summer Chapter planning meeting.

Introduce new Board members, Board function and budget.

PREPARE CHAPTER REPORT TO COORDINATING COUNCIL AND FORWARD COPIES TO BOTH REGION DIRECTORS NOT LESS THAN 2 WEEKS PRIOR TO ANNUAL REGION MEETING.

Prepare Region award nominations.

Region assessment due.

Promote Region Conference attendance.

September

Leadership Conference.






Encourage Chairs and Board members to attend Leadership Conference.

Establish committee goals.

Establish committee rosters.

Final financial report from last fiscal year.

Audit committee reports.

November

File IRS non-profit return by December 1.

December

President second year option (if applicable).

Register certification candidates.

Sign up for certification exams study classes by December 15.

January


Prepare FCSI & Institute award nominations (by Feb. 1).

Activate Nominating Committee.

President-elect second year option (if applicable).

File State non-profit corporation certification.

Coordinate activities for National Engineers Week in February.

February


Nominating Committee report.

 




Publicize Chapter Award categories.

Commence Certification education classes.

April


Certification exams.

Election of Chapter officers.

Identify next years’ committee Chairs.

Region Conference.

Quickie Roster to Institute (by April 30).

May


        Publish elected officers (Board) list for next year.

Prepare preliminary budget for next fiscal year.

Send in delegate list for National Convention to Institute.

June


        Confirm incoming President's appointments.

Finalize and approve budget for next fiscal year.

Appoint audit committee.

Change authorized signatures on bank accounts.

Install new Board, announce committee chairs.

Annual report of Director's and committee's.

Annual Chapter Awards Banquet.

Annual National Convention last week of June.

END OF APPENDIX Q

APPENDIX R


ARCHIVES/HISTORIAN CHAIRPERSON JOB DESCRIPTION


NORTHWEST REGION 


THE SPECIFICATIONS CONSTRUCTION INSTITUTE

I
Prior to each fiscal year, Presiding Director appoints an Archives/Historian Chairperson or confirms present Chairperson.  (Refer to Article VII, Paragraph A, Page 6)

II
Region Archives/Historian Committee under direction of Region Directors and Council is responsible to maintain Archives, History and maintain and keep current including following responsibilities:

A.
Region Operations Guides.

B.
Institute Administrative References.

C.
Complete set of Region Newsletters 

D.
Maintain Region minutes of meetings including correspondence.  Obtain meeting notes from Finance/Treasurer who serves as Secretary.

E.
Member Service Record/Albums/Photographs.

F.
Perform other related duties as assigned by Region Directors.

G.
Expenses.  Refer to Article V, Paragraph D6, Page 5.

END OF APPENDIX R

APPENDIX S


MISCELLANEOUS FORMS AND INFORMATION


NORTHWEST REGION


THE CONSTRUCTION SPECIFICATIONS INSTITUTE
I
Northwest Region has produced several forms and documents including a Substitution Request Form Disk and printed form is available upon request.  Contact either Region Director. 

It is recommended that you make copies of Substitution Request disk and pass on to various contractors, subcontractors and suppliers so they can fill out Substitution Requests on their computers.

END OF APPENDIX S

APPENDIX T

NORTHWEST REGION CONFERENCE ARCHIVE

NORTHWEST REGION

THE CONSTURCTION SPECIFICATIONS INSTITUTE

Year Host Chapter


Place


Site



Rotation

2006
Portland



Portland OR

Doubletree Inn


Portland (2014)

2005
Spokane



Spokane WA

Doubletree Inn


Spokane (2013)

2004
Mt. Rainier


Union WA`

Alderbrook Resort

Mt. Rainier (2012)

2003
Idaho



Boise ID

Doubletree at Riverside

Idaho (2011)

2002
Joint (NW & CSC) WV
Banff Alberta, Canada
Banff Center for the Arts

Willamette Valley (2010)

2001
Cook Inlet


Girdwood AK

Aleyeska Resort

Cook Inlet (2009)

2000
Puget Sound

Port Ludlow WA

Port Ludlow Resort

Puget Sound (2008)

1999
Capital



Warm Springs OR
Kah-nee-ta


Capital (2007)

1998
Portland



Gleneden Beach OR
Salishan


1997
Spokane



Coeur d’Alene ID
Coeur D’Alene Resort

1996
Mt. Rainer


Chelan WA

Campbell’s Resort



1995
Idaho



Sun Valley ID

Sun Valley Resort



1994
Willamette Valley

Newport OR

Embarcadero

1993
Cook Inlet


Homer AK

Land’s End

1992
Puget Sound

Victoria BC

Empress Hotel

1991
Bi-Region (W & NW)
Sun River OR

Sun River Lodge & Resort

1990
Portland



Seaside OR

Shilo Inn

1989
Spokane



Coeur d’Alene ID
Coeur d’Alene Resort

1988
Idaho



Sun Valley ID

Sun Valley Resort

1987
Cook Inlet


Anchorage AK

Clarion Hotel

1986
Willamette Valley

Bend OR

Inn of the 7th Mountain

1985
Tri-Region (N/SW/NW)
Monterrey CA

Asilomar

1984
Puget Sound

Victoria BC

Empress Hotel

1983
Portland



Rippling River OR
Rippling River Resort

1982
Spokane



Couer d’Alene ID
North Shore Resort Hotel

1981
Cook Inlet


Anchorage AK

Sheraton

1980
Willamette Valley

Newport OR

Embarcadero

1979
Puget Sound

Rosario WA

Rosario Resort

1978
Portland



Mt. Hood OR

Timberline Lodge

1977
Spokane
 


Spokane WA

Davenport Hotel

1976
Puget Sound

Seattle WA

Doubletree Inn

1975
Cook Inlet


Anchorage AK

Captain Cook Hotel

1974
Willamette Valley

Cottage Grove AK
Village Green

1973
Portland



Vancouver WA

Inn-at-the-Quay

1972
Central Washington
White Pass

White Pass Ski Resort

1971
Puget Sound

Seattle WA

Sherwood Inn

1970
Spokane



Spokane WA

Radisson Hotel

1969
Portland



Portland OR

Cosmopolitan Motor Inn

1968
Willamette Valley

Eugene OR

Country Squire

1967
Puget Sound

Seattle WA

Sheraton Motor Inn

1966
Spokane



Spokane WA

Spokane WA

1965
Portland



Portland OR

Congress Hotel

1964
Seattle



Seattle WA

Washington Athletic Club
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