Committee Chair Workshop

Best Practices
#1 Recruiting volunteers

· Network thru members and their affiliations personal contact: repeated contact by phone, letter, email….Once an individual is identified, contact approving manager for support w/letter explaining need and benefit

· Word of mouth, ask customers and vendors

· Advertise special events and tours

· Use Aero Standards Europe office (David Alexander)  

· Call – ask for specific POC

· Standard invite packet from SAE Staff & chair

· Showcase committee achievements

· SAE needs a dedicated staffer assigned

#2 Maximizing volunteer participation

· Focus on current issues & evolving technologies

· Invite presentations, internal & external experts

· Include enticements, tour, special activities, presentations, venue

· Provide timely agenda’s, personal contact

· Written commitment from each/guilt

· Good tracking system as to participation/individual involvement in committee
#3 Managing 5 year review

· Use of the “stabilized” category to remove need for 5.year review of basic & stable standards

· Assign function to appointed officer (Vice-Chair) to manage the 5 year review.

· Solicit reviewers who are knowledgeable in subject matter


· See Chart #10

· We agree see #10

· Prioritize!

· Predict/forecast documents coming due

· Pull forward as needed to balance workload.  Reaffirm judiciously

#4 Get participants to sponsor documents

· Individuals/org. with vested interest in topic - step forward

· Ask for volunteer

· Common understanding of what it means to be a “sponsor”

· Individuals who nominate issues/projects are asked to sponsor

· Divide document into chapter’s with owners, i.e.
            mini sponsors to minimize sponsor workload
· Training for newbee’s
· Document sponsorship recognizes talent

· Written commitment from each person on team

· Condition of membership expectation

· Track metrics for chairs

#5 Keep projects moving (speed to publication)

· Regularly scheduled telecons

· Check status – keep track of schedule

· Accountability of individuals

· Get right people working on projects initially; keep team “right size”

· Make sure project leaders/team understand process – mentor

· Call those who have not voted

· Comments must be accompanied by suggested wording/fix

· Minutes contain a timeline for projects to keep status visible

· Secretary sends out reminders

· Chairman moves to cancel inactive slow moving projects/documents

· Reduce/change scope

· Metrics will help motivate?

· Push, push, push

· What gets measured, gets done

· Good management, multi meetings/year

· Teleconference, WebEx
· Good time relating function

· Be responsible for your commitment

· Standard Works needs to generate data to status WIPs (interim step –discrimination
#6 Continue committee participation during economic downturn

· Net meetings & telecons

· Improve and communicate value of meetings

· Solicite value added issues from members

· Cost effective meeting locations/times

· Involve key constituents

· Project selection choices/prioritize

· Piggy back on other events

· Choose locations that are easy to get to

· WIKI (virtual interaction)

· Sense of urgency

· Corporate meeting hosts

· Waive fees (or discount)

· Pay committee $$$ members

#7 Generate interest in committee work
· Technical presentations

· Welcome event for 1st time attendees

· Ownership by engaging in work

· Social event to encourage relationships

· Committee to vote on place and time of meetings (interesting mtg. locations)

· Industry tours

· Promote/market networking value

· SAE sponsor hospitality event/evening

· Develop committee “marketing plan” long range – outreach

· Subject matter of interest/value to industry

· Introduce newcomers to the committee process at their 1st meeting

· Personal invites and attention to potential members (explanation of committee)

· Recognition, P.R. (Aerospace Mag., technical publications, etc.)

· Exploit SAE conferences & SMP

· SAE encouraging corporate support

· Committee newsletter (done by someone else)

#8 Retaining volunteers

· Provide correct & relevant information on procedures, contacts & roles
· Mentoring

· Provide active & pertinent roles for volunteers in stds that are relevant to their company & expertise

· Recognition letter of commendation

· Free Beer (food, etc.)

· Trinkets/free stuff

· Learning and networking environment

· Leadership opportunities & recognition of that responsibility

· Allow members to help set agenda

· Interesting meeting locations

· Solicite ideas to improve meeting venue
· Meeting dynamics

· On the hook for actions

· Paper clip giveaways

· Social events to build relationships with committee

· Recognition to manager(s)/company

· Make the system easier for the volunteer

· Keep the documents moving

· Have success stories to pass on

· Term limits & election process

· Foster open, friendly, participative atmosphere (like this one)

· Applies to spouses also
· Guilt & shame
· Establish committee challenge

#9  Electing committee leadership

· Names out of hat

· Each member has 2 votes, placed into hat

· Bribery for reluctant volunteers/guilt trips

· Secretary/vice-chair position as training/testing tool –not a firm commitment

· Solicit support of successor’s management – link to performance/development     

            opportunity

· Look for strong project leaders/leadership skills

· Nominations of members (regularly attending)

· Uniform process for all

· Periodic briefing/DVD on officer roles (Rah-Rah speech)

· Develop and follow succession plan

· Develop/nurture new leaders from within group

· Stick to term limits

· Forced rotation of members among leadership positions

· Be flexible to co-chairing if appropriate

· Yes!  Recommend same for vice-chairs & secretaries

#10 Reaffirming documents

· SAE email document list to chairman 45 days prior to mtg – subject matter of doc

· Chair to email members to volunteer to sponsor

· With above and a quorum, process docs at mtg

· Assign “owner” at meeting

· “Owner” present summary at next mtg

· Committee consensus on action – affirm, cancel, update, noncurrent – voice vote at meeting
· Consult industry SME

· Assign task group to handle

· Follow documented processes (this is part of 5-year review)

· Establish “condition based” priority system

· Members with expertise review and recommend
#11 Recognition
· SAE assigned by SAE POC at company to send certificate of appreciation immediately after document is published

· SAE merchandise

· E-Newsletter, or SAE letter to employer

· Letter to Mgt (upper management) for sponsorship, general for special effort or value

· Yearly/two year recognition to committee members

· Personal& mgt for specific

· Verbal recognition by chair or Div chair “on-the-spot” recognition

· Bonus award “consultive fee”?

· Recognition in meeting minutes

· Award plaque after completion of leadership position or completion of documents

· Consistent policy among committees

· P.R. process – notify company newsletter editor; local newspaper, etc.

· Establish committee level “awards”

· Committee responsible for IDing and following thru on recognition
· 5, 10, 15 year pins

· Cetificates/plaques of recognition

#12  Meeting Minutes

· Timely recording at mtg
· Timely distribution of unconfirmed minutes (48 hrs) for a single committee

· Active Sec needed to capture feedback

· Record then translate later

· Simplify minutes

· Capture presentations and confirm release with authors

· Minutes to include hyperlinks to doc’s called up during meetings for easy            

            archiving
· Generate live meeting minutes/constantly reviewed
· SAE provide standard minutes template (abbreviated)

· Summarize actions in standard place

· Have a good secretary real time summary

#13  Improve committee operations by learning from each other

· Regular attendance

· Visits to each others S/C

· Good minutes – w/detail

· Slot in agenda for training or exchange of ideas or company viewpoint

· Encourage technical presentations

· Continue chair workshops to share, test practices & promulgate to all concerned

· Improve SAE representation

· Inter- and intra- committee networking

· Better visibilities across committees on SAE website

· Standard agenda template

· Liaison member reports

#14 Use of Standards Works

· Establish accessibility

· Get on and play with it
· Practice, practice, practice

· Spend more time on system. and give feedback & present problems to staff

· Website discussion on agenda for meetings

· Revisit need/effectiveness of std.

· Ask questions to staff rep when you have issues with S/W

· Web “blog” or WebEx for IT questions on website problems.  Maybe others have experiences, same problem

· Expedite registration for access
· Fix problem with back button after viewing Closed Ballot page (Bob Steffen)

· Must be user friendly – save time

· Bench mark w/SDO’s

#15  Spec interpretation

· If you don’t know, ask

· If you don’t know, who do you ask?

· Find originator to provide intent

· Record clear intent when writing new stds.

· Seek committee consensus (who is final say?)

· Revise wording, one or more specs as necessary to clarify for future based on question

· Refine the question:  Do committees provide written interpretations?  If so, what rules?

· Do limited scope ballot to identify and fix misinterpretations

· Notate requirements with rationale

#16  Identify and manage Class 1 changes 
(Class 1 change is military Mil-Std-1521 terminology for a change that affects
form, fit and function)
· Fit, form, function?
· What is a Class 1 change???  Is there a Class “2”….”3”?

· Committee decides if a proposed change has Class 1 implications.  Then apply rule that prohibits downgrade and prohibits upgrade.  If significant impact on price or availability – See AMS Division Operating Guide
#17 DoD Participation

· Travel funding issues, approvals

· Aerospace Council request for participation

· Maybe coordinate with other travel

· Work on issues important to DoD personnel
· Put Mil/Fed specs on agenda

· Combine T/C meetings

· Put Greg Saunders to work

· Identify stock class for parts/component specs deal with, and contact stocking agencies for that stock class

· ID missing DoD participants, then see if Greg can help

· Resolve military concerns with Int’l access and influence

#18 Identify new document areas

· Future technologies and aerospace vehicles

· Ask for new presentations, then follow-up for potential issues into standards; AIR, ARP, etc

· Request for active participation which includes volunteers for new documents

· Let members establish new projects

