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1 Introduction

This Operating Plan is written for the Southern Maryland (SoMD) Chapter of the International Council on Systems Engineering (INCOSE).  
The Operating Plan consists of the following:

· Chapter goals/objectives/initiatives

· Chapter organization with roles and responsibilities

· Planned activities for member development

· Facilities

· Budget

· Schedule

· Metrics

· Reviews of Chapter plans

· Action item tracking

This Operating Plan is the responsibility of the Chapter Vice-President and is updated yearly.   The entire Board of Directors (BOD) is responsible for reviewing and approving all proposed changes to this document.  Modified and approved versions of this Plan will be completed by the end of March annually.  

2 Operating Year
The fiscal and operating year of the SoMD Chapter runs from 1 January through 31 December of each calendar year.  
3 Organization and Committees

The SoMD Chapter of INCOSE Board of Directors (BOD) consists of the following elected positions:  President, Vice President, Secretary, Treasurer, Past President, and five Directors-at-Large.

Appointed standing committee chairs and representatives are:  Programs Committee, Special Events Committee, Networking Committee, Education Committee, Community Outreach Committee, Communications Committee, and Membership Committee.
The President oversees these standing committees and representatives.  Each Committee will operate under the direction of one of the Directors-at-Large with goals and objectives, budgets, and volunteers established as required.  Responsibilities overlap when necessary to accomplish the goals and objectives of the Chapter.  Each area of responsibility has the mission and goals set forth in the Chapter Strategic Plan.  Other permanent or ad hoc committees may be formed as required.

3.1 Chapter Mission, Vision, Goals and Objectives
3.1.1 Mission

The International Council on Systems Engineering (INCOSE) is a not-for-profit membership organization founded to develop and disseminate the interdisciplinary principles and practices that enable the realization of successful systems.
 The SoMD Chapter follows the INCOSE International mission:

Share, promote and advance the best of systems engineering from across the globe for the benefit of humanity and the planet.

3.1.2 Vision

The SoMD Chapter follows the INCOSE International vision:

The world's authority on Systems Engineering.

3.1.3 Goals

The SoMD Chapter follows the INCOSE International goals:

· To provide a focal point for dissemination of systems engineering knowledge. 

· To promote international collaboration in systems engineering practice, education, and research. 

· To assure the establishment of competitive, scalable professional standards in the practice of systems engineering. 

· To improve the professional status of all persons engaged in the practice of systems engineering. 

3.1.4 Chapter Objectives

The SoMD Chapter of INCOSE has detailed its overarching objectives in its Strategic Plan and a summary is provided below.  The Chapter will pursue a number of specific objectives pertinent and relevant to the goals set for INCOSE International.  
3.1.4.1 Objectives related to providing a focal point for dissemination of systems engineering knowledge  

· Conducting a Speaker Program

· Producing a Systems Engineering Newsletter

· Conducting Tutorials
3.1.4.2 Objectives related to promoting international collaboration in systems engineering practice, education, and research 

· Participating and Leading International Conferences and Symposia

· Participation with INCOSE International Working Groups 

· Engagement with the Certified Systems Engineering Professional (CSEP) program  

· Encouragement of Publication and Information Sharing with INCOSE International

3.1.4.3 Objectives related to assuring the establishment of competitive, scalable professional standards in the practice of systems engineering. 

· Promotion and promulgation of the CSEP 
3.1.4.4 Objectives related to improving the professional status of all persons engaged in the practice of systems engineering. 

· Conducting a Speaker Program 

· Targeting an Awards and Recognition Program
3.1.4.5 Overarching Strategic Objectives  

· Serving Our Constituency

· Providing Robust Communications

· Building Membership

3.2. SoMD Chapter Current Activities

In order for the SoMD Chapter of INCOSE to remain viable and relevant, there is a continuous need to encourage member participation.  The activities that are pursued by the Chapter build on a strong foundation of prior events over multiple years that have met member needs in the past.   Monthly speaker meetings have been foundational to Chapter success and we have a standing goal of conducting at least six speaker luncheons/after work events in a calendar year.  This is also where we partner with other professional associations, which adds in terms of richness for members to meet and network with related professional associations. 

The Chapter strives for the membership to be involved beyond attending the monthly membership meetings.  To that end, the Chapter seeks members to volunteers for several fixed Chapter commitments each year.  Examples include: 

1. Serving as judges for the St. Mary’s Science and Engineering Fair in January.
2. Serving as judges for the Future City Competition in February (during National Engineers Week).

3. Serving as judges for the Association for Unmanned Vehicle Systems International (AUVSI) Student Competition in June.
4. Serving as mentors and advisors in community-based Science, Technology, Engineering and Mathematics (STEM) youth activities.

The Chapter also encourages innovative activities in order to remain strong and forward thinking.  A recent example was the INCOSE Spring 09 Conference. The conference boasted being the first INCOSE webcast conference, which also provided audio link for live interaction with the presenters.  Using state-of-the-art technology in a cost-effective matter displayed the value that systems engineering can bring to the everyday business and governmental world.  In times like this, where the economy is on everyone’s mind, our conference showed the rest of the world that INCOSE is rising to the challenge for its members and the entire systems engineering community.
3.3. Officer Activities

Chapter officers have the duties and responsibilities stated in Appendix A: Officer and Committee Roles and Responsibilities.
4 Schedule of Activities

The SoMD Chapter Schedule identifies key milestones and dependencies for all Chapter activities.  It includes all Chapter meetings, tutorials, socials, member events, Board of Directors Meetings, INCOSE International Workshop and Symposium, regional conferences, etc.  The table in Appendix B lists the planned Chapter activities.
Membership Meetings are held at various locations throughout the membership area. Example locations include the River’s Edge Catering and Conference Center at Naval Air Station (NAS) Patuxent River, Wyle Conference Center, the SoMD Higher Education Center, Eagle Conference Center, Frank Knox Conference Center, and local restaurants to name a few venues.  The SoMD Chapter advertizes the meetings in advance and many times rewards members by providing a discounted membership rate.  Events are structured to welcome walk-ins from both members and non-members.  The normal lunch schedule includes time for networking, business meeting agenda items, and an in-depth presentation by a relevant speaker, allowing for questions and answers (Q&A) as well.

BOD Meetings are monthly and currently conducted at Booz Allen Hamilton at an agreed upon time for BOD members.   The plan in January is to hold a strategic planning session to solidify near-term and long-term objectives for that particular year, including proposed membership events and larger efforts where the Chapter will need advanced planning.

5 Budget

5.1 Chapter
The SoMD Chapter will provide the annual Chapter Budget to the International level of INCOSE in accordance with the specified schedule.  The budget will show estimated in income and expenses for all the Chapter’s planned functions and business dealings.  Assumptions associated with the expected income and expenses are based on the historic patterns established by the Chapter’s past spending, and will be detailed as appropriate.
The budget for the “current or new” fiscal year is developed during in January following the submittal of the previous year’s financial report and in conjunction with the development of the Chapter’s Strategic Plan update and annual planning.  In the budgetary process, the Chapter Treasurer or assigned Board Member is responsible for the generation of the initial draft of the Chapter’s budget, which is based on the historical record of the Chapter’s income and spending.  The Treasurer or assigned Board Member is the focal point for all budget data.  The BOD can submit projections for income and expenses.  Following the update of the proposed Chapter budget, the entire BOD reviews the budget and provides final comments prior to the budget’s approval.
All Board Members who submit budget requests will provide data the purpose, an estimated amount, and the urgency (e.g., needed now or desired over time) for funding.
Areas of income may include, but not limited to, are: membership dues, chapter meeting incomes, fund raising events, special donations, company sponsorship, corporate memberships, conference registrations, training course/tutorial fees, and proceeds from the sale of Chapter memorabilia/published papers/articles/books/CDs.
Areas of expense may include, but not limited to, are:  Chapter meeting expense, Chapter memorabilia production expense, grants, outreach sponsorships, awards, gifts, operating expense (reproduction, postage, mailing supplies, bank expenses, and printing), working or special interest group expenses, meeting and conference preparations, member sponsorship, and membership events.
Appendix C presents the current SoMD Chapter Budget.
5.2 Revenues

The International Council rebates to SoMD Chapter a portion of each member’s INCOSE annual dues. The Chapter receives a check semi-annually from the International Council Treasurer for all local dues received during the year.  Currently, $20 of the INCOSE $105 annual membership is received for each member affiliated with SoMD Chapter.

All Chapter meetings are funded through registration fees for each meeting and supplemented by Chapter funds when deemed appropriate by the Chapter BOD.  The meeting registration fee will vary depending upon the location, selected menu, and other expenses.  History indicates the individual registration fees will range between $3 and $25, with the exception of some Member-only events which may be free to members.  Chapter dinner meetings are planned several times a year.  Any residual revenues from the Chapter meetings will be deposited in the Chapter’s account to cover Chapter expenses including, but not be limited to, meeting cost deficits and guest-speaker-related expenses/fees.  Any meeting shortfalls will be covered from Chapter revenues.
Special fund-raising events are a revenue generating option for the funding of SoMD Chapter expenses.  At the current time, we will try to raise limited funds with tutorials and the sale of Chapter memorabilia as we have in previous years.  

Other potential sources for future revenue include may include, but are not limited to, corporate memberships, conference registrations, conference proceedings, training course fees, and proceeds from the sale of published papers, articles, and/or books.  

5.3 Expenses

Chapter meeting expenses may include, but not be limited to, meal related expenses, location reservation expense, and guest-speaker-related expenses/fees.

Mailings to the Chapter membership will occur on an as required basis. Communications such as the monthly Chapter newsletter, Chapter meeting announcements/flyers, and e-mail reminders will be the primary methods for Chapter functions.  Posting Chapter function announcements on the Chapter website will also be a source used to keep the Chapter membership informed, thus website expenses will be part of the annual expenses.  Costs associated with any mailings may include: reproduction, postage, and miscellaneous mailing supplies.
Other expenses may include:  Chapter memorabilia production expense, grants, outreach sponsorships, awards, gifts, operating expenses (reproduction, postage, mailing supplies, bank expenses, and printing), meeting and conference preparations, working or special interest group expenses, meeting and conference preparations, member sponsorship, membership events, and expenses dues and expenses associated with affiliations with associations such as The Patuxent Partnership (TPP).

5.4 Audit and Reporting 

As deemed necessary, the SoMD Chapter President will appoint an Audit Committee (which includes the Past President) in collaboration with the Treasurer to audit the Chapter’s finances from the previous year’s financial records and then prepare a report to be posted on the Chapter website by 31 March of each fiscal year.  Otherwise, the current Treasurer or assigned Board Member will prepare the Chapter’s annual financial report for the previous fiscal year and submit it to the International Council as required.

6 Meetings
6.1 Chapter Membership Meetings

SoMD Chapter will hold Chapter membership meetings a minimum of six times per year. SoMD will reserve months not used for the Chapter membership meetings to host Special Events or Working Group meetings.

6.2 Board of Directors (BOD) Meetings

The BOD will meet approximately 10-12 times annually at the direction of the President who establishes the agenda.  The officers and directors will report on applicable agenda items at each meeting.

6.3 International Business Meetings

If possible, at least one Chapter officer or designated representative will attend the annual INCOSE International Workshop (IW) in order to represent the Chapter, stay abreast of international activities, and allow the Chapter to adjust its activities accordingly.  This officer or  designated representative will represent the Chapter at the Chapters Meeting at the IW and in Award Ceremonies as required.

6.4 International Symposium

If possible, at least one Chapter officer or designated representative will attend the annual INCOSE International Symposium (IS).  This officer or designated Representative will represent the Chapter at the Chapters Meeting and in Award Ceremonies as required at the IS.  SoMD Chapter may take advantage of local authors with accepted papers to the IS by asking them to present their papers at a Chapter meeting prior to, or after, the Symposium.  This meeting can be a vehicle to honor our local authors and to attract new members.  

7 Membership

7.1 Membership Dues

Membership dues are in accordance with the policies set forth by INCOSE.  Categories of membership include Regular, Senior (at least 64 years of age and have maintained individual membership for five membership years prior to applying), and Student (student members must be enrolled at 3/4 time in an engineering or related field and provide proof of class schedule).
7.2 Membership Targets

INCOSE was originally founded by a group of aerospace executives from the California area.  The organization officers quickly realized that in order to be effective in communicating and effecting change in international systems engineering policies and practices, the membership would need to be broad-based, representing a variety of systems engineering and related disciplines.

The SoMD has adopted this philosophy in targeting the membership at the local level.  The established goal for the SoMD is to achieve positive growth in membership each year.  The following table presents the SoMD membership total history.

	Year End

(December 31)
	Actual

# Of Members

	1999, upon incorporation
	50

	2000
	55

	2001
	62

	2002
	63

	2003
	65

	2004
	82

	2005
	83

	2006
	74

	2007
	82

	2008
	83

	2009
	102

	2010
	83


7.3 Membership Drive

SoMD Chapter focus for membership this year will include government agencies, local companies, and academic institutions that practice and teach systems engineering in the local tri-county area (St. Mary’s, Charles, and Calvert Counties). The SoMD membership area includes Government employers such as NAVAIR, and academic institutions such as the Defense Acquisition University (DAU), Johns Hopkins University, and Florida Tech.  The BOD will continue to implement the Chapter Membership Plan created in 1999, along with the Chapter Ambassador Plan, that describe how we will approach each organization.  In 2002, the Chapter cultivated a mutually beneficial relationship with NAVAIR, who became an official Corporate Advisory Board (CAB) member in 2000 but later dropped the CAB membership in 2006.  The Chapter is working with the INCOSE President-Elect and NAVAIR officials to reinstate the NAVAIR CAB membership.
7.4 Membership Benefits

The benefits of international INCOSE membership include: networking opportunities, INSIGHT, SE Journal, technical activities, collaborations, lowest prices on publications, access to I-Pub, INCOSE Connect, and INCOSE products for download.  Chapter membership includes all these benefits of international INCOSE membership, as well as monthly local Chapter luncheons, newsletters, and other periodic events, such as tutorials and social gatherings (which have included Blue Crabs baseball games and annual holiday parties).

Members who are current in their annual membership dues will be entitled to a 20% discount on the attendance fees charged to non-members for Chapter events.  Membership privileges also include the opportunity to represent the Southern Maryland Chapter as a judge in the local Science and Engineering fairs, Future City Competitions, and Association for Unmanned Vehicle Systems International (AUVSI) Student Competitions.  Members may also be recognized for their service as mentors and advisors in community STEM youth activities.

7.5 Member Communications

Information deemed pertinent by the SoMD BOD will be disseminated throughout the membership of the SoMD.  This includes, but is not limited to, all meeting announcements and minutes, communications from Headquarters, newsletters, and announcements of technical and/or business conferences/symposia related to systems engineering.  The BOD will continue to implement the Chapter Communications Plan.
7.6 Newsletter

The SoMD Chapter newsletter, SE Review, will be published monthly prior to the schedule ChapterChapter Membership Meetings.  The newsletter will contain information of interest to the Chapter membership about activities within the SoMD local area, within the INCOSE Region V, and at the International level.  Short biographies of new Chapter members will be included as available.  Special column’s may also be included as required, such as the “Job Seekers” column where unemployed members can submit their resumes to seek employment, or Ambassador companies may submit job announcements for soliciting employees. The newsletter will be posted on the Chapter website.  It will also be distributed to individuals via our Chapter and liaison distribution lists.
7.7 Working Groups/Interest Groups
The SoMD Chapter will form working and interest groups as deemed appropriate to benefit the local SoMD area businesses and universities.  Each group is bound by the INCOSE standards of operation for technical groups and is obliged to provide knowledge and/or products to the Chapter membership; and, if applicable, to INCOSE at large.

8 Processes

8.1 Budget
The Chapter Treasurer is responsible for developing the recommended budget, along with the Board of Directors.  The Treasurer will track all expenses and ensure proper approvals, reviews, and submittals.  The budget is developed in January following the submittal of the previous year’s financial report and in conjunction with the development of the Chapter’s Strategic Plan update and annual planning (such as the Chapter’s Operating Plan).  In the budgetary process, the Chapter Treasurer or assigned Board Member is responsible for the generation of the initial draft of the Chapter’s budget, which is based on the historical record of the Chapter’s income and spending.  The budget will address all anticipated income and expenses.

The BOD can submit projections for income and expenses.  Following the update of the proposed Chapter budget, the entire BOD reviews and provides final comments prior to the budget’s approval.
8.2 Membership Dues

New members may join online or may provide the application and check to the Membership Chair, who will then mail the items to Headquarters.  Members renew their memberships online.  The SoMD Chapter receives a check semi-annually from the Council Treasurer for all local dues received during the year.  Currently, the Chapter receives $20 of the INCOSE $105 annual membership for each member affiliated with SoMD.  INCOSE will provide a per-member credit to the SoMD Chapter.  The Membership Chair and Treasurer are responsible for the reconciliation of membership dues, applications, and member information.
8.3 Meetings

The SoMD Chapter schedules BOD Meetings and Chapter Membership Meetings as called out in this plan.  Ad hoc meetings may also be held as needed by committees or subcommittees of the SoMD and may or may not fall under the Chapter Operating Plan.  The following table provides an example of the normal operating meetings of the SoMD Chapter, along with the target month in the operating year:


	BOD Meetings
	First week of each month

	Chapter Membership Meetings
	Third week of each month

	Social Events
	As established by the Special Events Chair

	Working Group Meetings
	As established by the working groups

	International Workshop
	January/February

	International Symposium
	June/July


8.4 Elections 

The Nominations and Elections Committee, chaired by the Past President, call for nominations for officers and directors during October and November then presents its validated slate to the Chapter membership at the November/December meeting.  Elections will be conducted by e-mail or online during November/December.  Results of the election will be announced at the Chapter Membership Meeting in December.  Newly-elected officers and directors are installed at the December Holiday Social or the January Membership Meeting.  Terms of office for Chapter Officers and Directors are as follows:



President:


January 1 - December 31, plus 1 year as Past President



Past President:
January 1 - December 31


Vice President:
January 1 - December 31, plus 1 year as President and 1 year as Past President



Treasurer:
January 1 - December 31


Secretary:
January 1 - December 31

      Directors:
January 1 - December 31
8.5 Mail Handling

The Secretary will oversee the handling of all mailings, except Membership applications/dues which may be handled by the Membership Chair.
8.6 Process Plans
8.6.1. Programs Development Plan
The Programs Development Plan identifies the topics for Chapter presentations and tutorials.  The Programs Chair will develop and maintain this Plan, which will be available on the chapter website.  The Programs Development Plan will use input from Chapter members resulting from surveys, meeting discussions, etc. to identify topics of interest and value to members and their organizations.  Topics, level of interest, and level of detail/complexity will be prioritized to match member needs.  Prospective speakers will be identified and contacted.

The draft of the Programs Development Plan will be developed after the Chapter Strategic Plan is completed, and the Plan will be provided as an Appendix D to this Operating Plan.  The Program Development Plan will be updated as necessary.  The goal is to provide program scheduling at least three months in advance.
A historical speaker database has been created outlining the dates of the meetings, speakers, and topics, which is provided in Appendix E
The process for creating, approving, and delivering a flyer to the membership that announces membership meeting details is summarized in Figure 8.6.1-1.

[image: image2]
Figure 8.6.1‑1.  The Chapter Event Flyer Process
8.6.2. Facilities Plan

The Facilities Plan identifies the requirements of the facilities required for Chapter meetings and activities, such as tutorials, socials, and seminars/conferences.    The Plan will consist of location, approximate dimensions, furniture layout, features required for each event/activity, need dates, and contacts.  

This Plan will be developed and maintained by the Programs Chair and the Special Events Coordinator.  The Facilities Plan will be prepared after the Operating Plan is completed and will be updated as new events are identified.  The Plan will contain current requirements and historical requirements that may be used for similar events in the future.  The Plan will be provided as an Appendix F to this Operating Plan.
8.6.3. Membership Plan

The Membership Chair will prepare and maintain the Chapter Membership Plan.  The Membership Plan presents the INCOSE SoMD Chapter’s strategy for recruiting and retaining chapter membership.  The plan will be available on the Chapter website. 

8.6.4. Communications Plan

The Communications Plan outlines the Chapter’s plans to communicate chapter information to its members and prospective members in the SoMD Chapter region (consisting primarily of St. Mary’s, Calvert, and Charles Counties).  The Plan consists of three parts:  Website Plan, Publicity Plan, and Ambassador Plan.  The plan will be available on the Chapter website.
8.6.4.1. Website Plan

The Webmaster will prepare and maintain the Chapter Website Plan.  The Website Plan for the INCOSE SoMD Chapter outlines the Chapter’s plans to communicate chapter information via a website created and maintained by the Chapter Webmaster.

8.6.4.2. Publicity Plan
The Publicity Chair will prepare and maintain the Chapter Publicity Plan.  The Publicity Plan for the INCOSE SoMD Chapter outlines the Chapter’s plans to broadcast event announcements and reminders.
8.6.4.3. Ambassador Plan

The Community Outreach Chair will prepare and maintain the Chapter Ambassador Plan.  The Ambassador Plan for the INCOSE SoMD Chapter outlines the Chapter’s plans to communicate events to other interested parties.
8.6.5. Metrics Plan
Metrics form a key strategy for the Board of Directors to help manage all activities/programs.  They provide useful feedback to adjust the planning of Chapter activities and provide an early warning of potential problems.  

Metrics will be identified as each initiative is known.  The Chapter Awards Package Coordinator is responsible for documenting and tracking the Metrics Plan.  A draft of the Plan will be started with the Chapter Strategic Plan and updated as the Operating Plan is updated. 
All Chapter members will participate in the evaluations and recommendations via online surveys, e-mail, or survey handouts.

8.7 Review and Assessment of Chapter Plans 

On a quarterly basis at a BOD Meeting, the BOD will evaluate accomplished activities and will identify ways to improve future activities.  The template to be used is provided in Appendix G to this Operating Plan.  The [position] is responsible for documenting the review/assessment.  The completed template will be provided as part of the formal BOD meeting minutes.
8.8 Action Item Tracking

The Action Item Tracker is a spreadsheet to be prepared and maintained by the Chapter Secretary to provide real-time access by all Chapter members to open and completed action items.  The Action Item Tracker will be posted on the Chapter website and the Chapter’s Connect site.  It will include a brief description of the action item, who it was assigned to, when it is due, and the status.  The template of the tracker is provided in Appendix H.
9 International Interfaces
9.1 Operations
All SoMD Chapter operations will adhere to the SoMD Bylaws as agreed to by INCOSE Headquarters.  Any deviation, deletion, or addition must be coordinated with, and approved by, INCOSE Headquarters.  Operations at the SoMD Chapter will fall under the Chapter guidance of comparable committees at INCOSE.  The yearly Operating Plan will be approved by the BOD of the SoMD Chapter.  The yearly Chapter Awards package (Appendix I) will be prepared and submitted to INCOSE Central by 5 January.

9.2 Membership

The membership database is always reconciled with the Headquarters database before the close of the current operating year (December time frame).  Periodic maintenance (quarterly) will be performed.  

New member applications and dues may come through the local chapter or directly to INCOSE Headquarters.  Membership applications submitted at the chapter level will be forwarded to the INCOSE Central Office. 
9.3 Communications

External communications with INCOSE Headquarters is the responsibility of the SoMD Communications Chair unless otherwise necessary for the normal and direct execution of SoMD Chapter operations.  The Chair (or a designated member) will be the direct point-of-contact with the Headquarters for SoMD formal communications (e.g., newsletters, local Chapter articles for international print) and for dissemination of Headquarters information to the local membership as required.  The President of SoMD or his/her designate will approve all communications between the local chapter and the Headquarters.

9.4
Regional Teleconferences
The President and other chapter officers will participate in a monthly or quarterly teleconference with other chapters’ officers called by the Region V Director.  This provides an opportunity for coordination and discussion of topics of mutual concern and of concern to the International Council.

Appendix A: Officer and Committee Roles and Responsibilities
Chapter officers have the duties and responsibilities stated in Article VI of the Chapter Bylaws.  In addition to those duties specified in the Bylaws and the goals outlined in the 2010 Strategic Plan, the officers have, but are not limited to, the following specific goals and objectives:
President:


· Lead strategic planning by the BOD in the first quarter, then review/update Strategic Plan as necessary.

· Lead development of Operational Plan, aligned to the Strategic Plan, by the BOD in the first quarter with periodic reviews and updates.

· Provide leadership to the profession of systems engineering, the BOD, and the membership.

· Plan and Chair BOD and Chapter Membership Meetings.

· Manage all aspects of the Chapter, whether internal, within INCOSE, or external.  Represent the Chapter to INCOSE, and work with other Chapter officers to ensure the interests of the Chapter and INCOSE are properly represented.

· Identify, encourage, and mentor prospective Chapter leaders.

· Conduct elections for the following year and ensure new list of officers is submitted by 31 January.

· Mentor elected officers by setting expectations and offering guidance with issues that arise.
· Coordinate all activities of the Chapter.
· Coordinate SoMD Chapter meetings and activity schedules with other INCOSE Chapters and local professional organizations.
· Write the “President’s Perspective” column for each Newsletter.
· Work with INCOSE and the Region V Director to coordinate SoMD Chapter activities as necessary.
· Prepare meeting agendas in coordination with the Programs Chair, the BOD, and the other members of the Chapter, as appropriate.

Vice President: 

· Stand in when the President is not present.
· Oversee the Chapter Circle Award on-going evaluation, data collection, and submittal.

· Identify, encourage, and mentor prospective Chapter leaders.

· Help mentor members of the BOD by setting expectations and offering guidance with issues that arise.

· Report to, and assist, the Chapter President.

· Maintain, update, and interpret this Chapter Operating Plan.
· Work with the Membership Chair on membership drives and Chapter member services.
· Write newsletter articles as needed.
2010 Past-President: 
· Provide guidance to the Chapter President.

· Verify Secretary’s and Treasurer’s Reports.
· Support the execution of the Chapter Operating Plan.
· Provide backup signature authority for Treasurer.
2010 Treasurer: 
· Ensure the Chapter is responsible in all fiscal matters.

· Prepare an annual Chapter budget.

· Receive all funds paid to the Chapter and approve payment of all bills incurred by the Chapter as approved by the Board of Directors.  Write checks with appropriate approval.

· Report income and expenses regularly at BOD meetings.

· Ensure the Chapter annual financial report is prepared and submitted to INCOSE Central Office by 31 January.

· Help mentor Chapter members to develop the Chapter and encourage participation on the BOD.

· Report to the Chapter President.

· Act as point of contact for all SoMD events for receipt of monies.
2010 Secretary: 
· Record minutes of Chapter and BOD meetings, and submit them to the BOD and Webmaster for posting on the Chapter website.  Document any action items, and provide them as part of the minutes.

· Serve as parliamentarian in any question of procedure during Chapter and BOD meetings.

· Help mentor Chapter members to develop the Chapter and encourage participation on the BOD.

· Report to the Chapter President.

· Prepare final summary report (Annual Report) of Chapter activities.
· Establish and maintain the history of the Chapter for use by the BOD and other Committees.
· Advise the BOD of required administrative actions and reports.
Director Responsibilities and Activities

Responsibilities for each Director-at-Large are listed in the sections below.   In addition, specific objectives and activities are included at the end of each section.

Technical Program:
The Programs Chair is responsible for planning SoMD Chapter meetings to include establishing meeting locations, finding speakers, and setting up any amenities.
The Special Events Coordinator is responsible for planning and executing all other SoMD Chapter program activities of special, technical, and social natures not specifically assigned to the Programs Chair.

Programs shall primarily focus on technical and educational aspects of systems engineering but shall include such social and public service programs as the BOD approves.  In the technical domain, programs have the objectives of stimulating discussion and thinking, and supporting the INCOSE efforts in the following areas:

1.
Systems Engineering Process - analyzing and developing accepted systems engineering processes applicable to all industries and government.  These will be accepted at the local, regional, and international levels.

2.
Systems Engineer Growth - establishing requirements and measurements for developing and maintaining the skills needed by systems engineers.

3.
Methodologies and Tools - identifying methods, techniques, models, terms, and tools for performing systems engineering.

4.
Body Of Knowledge - developing and maintaining a library of knowledge for use by SoMD area systems engineers.

5. Benchmarks - developing benchmark processes, metrics, and templates for systems engineering.

6. Standards Review - establishing contact and supporting the interaction with standards developing and approving organizations and their products that affects systems engineering.

Specific activities are as follows:

· Develop and organize meeting formats and coordinate speakers, topics, moderators, and locations to promote wider chapter participation in technical activities (e.g., panel discussions, debates, brainstorming sessions, etc.); see Section 4

· Maintain liaison with Central INCOSE Technical Board.
· Promulgate technical information of interest to the chapter (e.g., handouts, announcements of conferences and workshops, newsletter articles, solicitations for volunteers).
· Coordinate with other INCOSE chapters on technical presentations and meeting announcements and provide the SoMD Publicity Chair with notices or information for SoMD Chapter and liaison distribution.  

· Prepare a Technical Program Committee guide for use by subsequent Technical Program Committee Chairs.

Publicity:
The Communications Chair has the following responsibilities:

· Disseminate information among SoMD Chapter members and others that have supported the Chapter in the past, publicize the events and activities of the SoMD Chapter, and publicize open committee slots.
· Develop and implement methods to communicate within the chapter and with the outside world.
· Establish and update the Chapter’s mailing list(s) from the INCOSE Member Directory and meeting sign-in sheets.
· Electronically publish and distribute the monthly Chapter Newsletter.
Specific activities are as follows:

· Develop and implement methods of communication within the Chapter and with the outside world

· Obtain INCOSE briefing materials for Chapter promotion.
· Maintain e-mail distribution lists for forwarding e-mail messages to Chapter members and others.
· Prepare, edit and distribute SoMD Chapter SE Review newsletter monthly.
· Work with the SoMD Chapter President, the BOD, and Region V Director as necessary to promote and improve the SoMD Chapter.
· Distribute meeting schedules, announcements, etc., for SoMD, Washington Metro, and Chesapeake Chapters as provided by the Programs Chair or as directed by the BOD, by email or in the Newsletter, as appropriate to SoMD

· Exchange announcements with other professional organizations (e.g., SPIN) as established by the BOD.
· Make announcements easy to read and attractive.
· Maintain the SoMD web page on a timely basis (involve other members by delegating the webmaster activities)

· Maintain a Chapter Communications Plan.

Membership

The Membership Chair has the following responsibilities:

· Develop and implement methods to expand the membership of the SoMD Chapter.  This includes, but is not limited to, invitations to potential new members, solicitations and programs (a joint activity with the Technical Program Committee) to corporate, Government, and academic sponsors, follow-up to convert interest to membership, and retention of existing members.  
· Establish, maintain, and update the membership database on a regular basis.  
· Coordinate the Chapter membership database with INCOSE Central.
· Prepare a welcome letter for each new chapter member.
· Prepare a Chapter Membership Plan.

Specific activities are as follows:

· Update and maintain the Chapter membership and mailing lists, and provide soft copy to all Board members.

· Prepare and e-mail a welcome letter to each new Chapter member.
· Prepare membership kits for new members, sponsors, and INCOSE representatives. 
· Solicit corporate, Government, and academic sponsors to support SoMD membership expansion.
· Conduct annual membership survey to solicit opinions on chapter issues.
· Write newsletter articles and new member biographies.

· Maintain the Chapter Membership Plan.

Education
The Education Chair has the following responsibilities:
· Conduct outreach to students and young engineers by defining and implementing methods to nurture systems engineering career goals in graduate and undergraduate students, as well as young engineers.

· Assist in developing Tutorials sessions. 
Specific activities are as follows:

· Plan a day-long tutorial with a representative from Vitech Corp. providing a hands-on familiarization course, along with a lunch meeting with a brief on their systems engineering tool, CORE.

· Plan a fall tutorial either on requirements or risk, which could tie-in with the earlier CORE tutorial.

Community Outreach
The Community Outreach Chair has the following responsibilities:
· Update and maintain the Chapter Ambassador Plan.

· Maintain a network of “Ambassadors” to help publicize Chapter events.
Specific activities are as follows:

· Prepare marketing package of letters/information for distribution to the Ambassadors.

· Develop a network of “Ambassadors” to help publicize Chapter events.
· Prepare Ambassador training package, and train the Ambassadors.

Webmaster

The Webmaster has the following responsibilities:

· Update and maintain the Chapter website per the Chapter Website Plan.
· Maintain the Chapter Connect Site.
· Provide publicity for other Board members Chapter initiatives in accordance with the Chapter Publicity Plan.

Responsible/Approval/Support/Inform (RASI) Chart
	CRITICAL TASK
	OFFICERS
	DIRECTORS-AT-LARGE

	
	President
	Vice-President
	Past President
	Treasurer
	Secretary
	Programs Chair
	Communications Chair
	Membership Chair
	Special Events Coordinator
	Education Chair
	Industry Chair

	Develop the Chapter Strategic Plan
	R
	A
	A
	A
	A
	A
	A
	A
	A
	A
	A

	Develop the Chapter Operating Plan
	A
	R
	AI
	AI
	AI
	AI
	AI
	AI
	AI
	AI
	AI

	Plan and Chair BOD Meetings
	R
	
	
	
	
	
	
	
	
	
	

	Chair General Membership Meetings
	R
	
	
	
	
	
	
	
	
	
	

	Conduct elections, and report results to Headquarters
	R
	
	
	
	
	
	
	
	
	
	

	Oversee Chapter Circle Award process
	AC
	R
	C
	C
	C
	C
	C
	C
	C
	C
	C

	Prepare annual Chapter budget
	AI
	
	
	R
	
	
	
	
	
	
	

	Prepare annual financial report, and submit to Headquarters
	AI
	
	
	R
	
	
	
	
	
	
	

	Receive all funds, and pay all bills
	AC
	
	
	R
	
	
	
	
	
	
	

	Record Chapter meeting minutes
	AI
	
	
	
	R
	
	I
	
	
	
	

	Maintain Chapter Action Item Tracker
	A
	
	
	
	
	
	
	
	
	
	

	Maintain Chapter website
	
	
	R
	
	
	C
	C
	
	C
	
	

	Plan Chapter Membership Meetings
	A
	
	
	
	
	R
	I
	
	
	
	

	Plan Chapter special events
	A
	
	
	
	
	
	I
	
	R
	
	

	Create Chapter Meeting flyers
	
	
	
	
	
	R
	I
	
	
	
	

	Arrange speaker gift
	I
	
	
	A
	
	R
	
	
	
	
	

	Disseminate Chapter information
	
	
	I
	
	
	
	R
	
	
	
	

	Maintain Chapter distribution lists
	
	
	
	
	
	
	R
	C
	
	
	

	Publish and distribute Chapter newsletter
	CA
	C
	CI
	C
	C
	C
	R
	C
	C
	C
	C

	Maintain and implement Chapter Communications Plan
	AI
	
	C
	
	
	
	R
	
	
	
	C

	Obtain INCOSE promotional items
	
	
	
	
	
	
	R
	
	
	
	

	Maintain Chapter roster
	
	
	
	
	
	I
	
	R
	
	
	

	Maintain and implement Chapter Membership Plan
	AI
	
	
	
	
	
	
	R
	
	
	

	Prepare membership packages
	
	
	
	
	
	
	
	R
	
	
	

	Conduct outreach to students and young engineers
	
	
	
	
	
	
	
	
	
	R
	

	Assist in developing Tutorials
	
	
	
	
	
	
	
	
	
	R
	

	Maintain and implement the Chapter Ambassador Plan
	AI
	
	
	
	
	
	
	
	
	
	R

	Maintain a network of Ambassadors
	
	
	
	
	
	
	
	
	
	
	R

	Train the Ambassadors
	
	
	
	
	
	
	
	
	
	
	R

	Metrics
	
	
	
	
	
	
	
	
	
	
	


R = Responsible – owns the task

A = Accountable – who must approve the task before it is effective
S = Support – has information to complete the task

I = Informed – must be notified of results
Appendix B: Schedule of Activities
	DATE
	ACTIVITY
	LOCATION
	RESPONSIBLE PARTY / PRESENTER (IF APPLICABLE)
	NOTES

	First week of each month
	Board of Directors Meeting
	Booz Allen Hamilton
	Chapter President
	Minutes to be prepared by Chapter Secretary and posted on Chapter website by Chapter Webmaster

	Third week of each month
	Chapter Membership Meeting
	Various (default)
	Guest Speaker
	Presentations posted on Chapter website by Chapter Webmaster (if releasable)

	Monthly (prior to Chapter membership meeting)
	Prepare and submit Chapter newsletter
	N/A
	Newsletter Editor
	Newsletters posted on Chapter website by Chapter Webmaster

	End of each month
	Contributors submit newsletter inputs to the Newsletter Editor
	N/A
	Board of Directors and Chapter membership
	

	Quarterly
	Participate in Regional telecon
	Via phone
	Designated Board member(s)
	These meetings are supposed to start up again.

	5 January
	Chapter Awards Package submitted
	INCOSE Connect website
	Awards Package Coordinator
	A copy of the package is saved to the Chapter’s historical Awards Package CD

	January
	List of new Chapter Board of Directors submitted to Headquarters
	Via e-mail
	President
	

	January
	Collect member input on ways to improve Chapter
	Via e-mail or online survey
	Dawn Jaeger / Chapter members
	Results will be provided to the Keys to Effective Chapters Committee

	January
	Board of Directors Officer orientation
	BOD Meeting or read material on own time
	
	Each officer will sign the roster that they took the training

	January
	Chapter Strategic Planning Meeting
	
	Board of Directors
	Draft of the Strategic Plan is prepared.  Chapter approves current fiscal year budget.

	31 January
	Treasurer prepares, BOD approves, and SoMD submits previous year’s financial report to Central INCOSE 
	Via e-mail
	Chapter Treasurer or designated representative
	

	February
	Update the Chapter Operating Plan for the current fiscal year
	
	
	

	February
	Judge at the St. Mary’s Science and Engineering air and award winners in the Senior and Junior Divisions
	Lexington Park
	John Walker / volunteer judges
	

	February
	Judge the Future City Competition in its celebration of Engineers Week
	Home / Washington, DC
	Karl Geist / Dawn Jaeger / Volunteer judges
	Essays can be judged at home

	February
	Attend the International Workshop and Chapters Committee Meeting
	Various each year
	Chapter members
	

	March
	Approval of Chapter Strategic Plan
	
	Board of Directors
	Chapter Strategic Plan posted on Chapter website by Chapter Webmaster

	March
	Approval of Chapter Operating Plan
	
	Board of Directors
	Chapter Operating Plan posted on Chapter website by Chapter Webmaster

	March/April
	Award luncheon for INCOSE awards given out at St. Mary’s Science and Engineering Fair
	
	John Walker
	

	May
	Blue Crabs Baseball members event
	Waldorf, MD
	Special Events Coordinator
	

	May
	Collect member input on ways to improve Chapter
	Via e-mail or online survey
	Dawn Jaeger / Chapter members
	Results will be provided to the Keys to Effective Chapters Committee

	May
	Facilitate the judging and awarding of the INCOSE award at the International Science and Engineering Fair for the INCOSE Member Board
	
	John Walker / INCOSE Member Board volunteers
	

	June
	Sponsorship and staffing of  the Student AUVSI Competition
	Orientation at Pax Museum / Competition at Webster Field
	Karl Geist, Dawn Jaeger, Chapter volunteers
	

	June/July
	Attend the International Symposium and Chapters Committee Meeting
	Various each year
	Chapter members
	

	July
	
	
	
	

	August
	
	
	
	

	August / September
	Membership drive / social event
	
	Membership Chair / Special Event Coordinator
	

	October
	Call for BOD nominations
	Via e-mail
	President
	

	November
	BOD election
	Online ballot
	Past President
	

	December
	Board of Directors election results announced
	Chapter Membership Meeting
	Past President
	

	December
	Prepare and present formal awards to Chapter members
	Holiday social
	President
	

	December
	Chapter Awards package is finalized
	INCOSE Connect website
	Awards Package Coordinator
	

	December
	Induction of new Board of Directors
	Chapter meeting
	Ken Ptack
	


Appendix C: Example Budget Estimate
	2010 SoMD Budget Estimate
	 
	 
	
	 
	 

	ENDING BALANCE 2009 (Actual)
	$6,133.20
	(This is the bank balance at the end of 2009 that was reported on your last financial report)
	
	2009 Actuals
	2008 Actuals

	2010 Receipts Estimates
	 
	 
	
	 
	 

	Dues
	$1,700.00 
	 
	
	$1,473.00 
	1,391.00

	Contributions
	$
	 
	
	 
	 

	Interest
	$
	 
	
	 
	 

	Meetings
	$2,500.00 
	 
	
	$1,736.00 
	1,006.00

	Fundraising
	$1,000.00 
	 
	
	$2,394.62 
	 

	Sales of Items (Shirts)
	$1,000.00 
	 
	
	 
	 

	Member Events
	$500.00 
	 
	
	$420.00 
	 

	 
	$
	 
	
	 
	 

	Other (list)
	 
	 
	
	 
	 

	 
	$
	 
	
	 
	 

	 
	$
	 
	
	 
	 

	 
	$6,700.00 
	 
	
	$6,023.62 
	2,397.00

	TOTAL
	$12,833.20 
	 
	
	 
	 

	2010 Expense Estimates
	 
	 
	
	 
	 

	Chapter Operating Expenses
	$500.00 
	 
	
	$477.00 
	$500.00 

	Board Expense
	$100.00 
	 
	
	$82.36 
	144.68

	Meetings
	$3,000.00 
	 
	
	$1,702.25 
	2,365.20

	Occupancy (rent..etc)
	$
	 
	
	 
	 

	Travel (Member Representation)
	$975.00 
	 
	
	$420.00 
	$860.00 

	Grants to others
	$725.00 
	 
	
	$800.00 
	$800.00 

	Membership Events
	$1,100.00 
	 
	
	$799.60 
	$374.21 

	Tutorial Events
	$200.00 
	 
	
	$162.21 
	$360.00 

	Chapter Awards and Gifts
	$275.00 
	 
	
	$259.19 
	$105.00 

	Fundraising expense (Conference)
	$2,000.00 
	 
	
	$3,000.00 
	 

	Cost of Items Sold (Shirts)
	$1,000.00 
	 
	
	 
	 

	 
	 
	 
	
	 
	 

	 
	 
	 
	
	 
	 

	Other (Outreach Sponsorship)
	 
	 
	
	 
	 

	INCOSE/SPIN Joint Events
	$200.00 
	 
	
	$200.91 
	$290.00 

	AUVSI Competition Sponsorship
	$800.00 
	 
	
	$630.46 
	$850.00 

	The Patuxent Partnership Sponsorship
	$100.00 
	 
	
	$100.00 
	$100.00 

	TOTAL
	$10,975.00 
	 
	
	$8,633.98 
	6749.09

	 
	 
	 
	
	
	 

	Cash balance at the end of December 31, 2010
	$1,858.20 
	
	
	 

	 
	Checking $_1723.00___
	 
	
	
	 

	 
	Savings $_25.00_______
	 
	
	
	 

	 
	Cash $ _110.20_________
	 
	
	
	 


Appendix D: Programs Development Plan
The Programs Committee is responsible for all coordination functions for the Chapter in terms of the monthly Chapter Membership meeting.  In this capacity, they coordinate with multiple Chapter entities and ensure that membership needs are met.

The annual plan for Programs is derived from the Chapter’s Strategic Plan and is as follows:

a. Develop and maintain a list of potential speaker – on-going.

b. Draft a proposed 12 month-schedule of speakers/topics for BOD approval
in January.  This is a recommendation in terms of speakers/strategy for the year but by no means fixed.  The Programs Committee needs to have some flexibility in terms of adjusting to periodic opportunities when high value speakers “surface”.

c. Maintain a fixed schedule of confirmed speakers, ideally with three months of confirmed speakers in advance.

d. Coordinate with the Communications Chair to publicize events well in advance of the event.  This includes obtaining speaker biographies, topic titles, and descriptions for publicity use.

e. Coordinate with the Treasurer on all matters related to the cost of an event.  The Chapter historically conducts meetings “at cost” for non-members and offsets costs for members as part of giving back to its members.

f. Confirms with the facilities that will be in use, and coordinate with the Treasurer if a deposit is needed.

g. Confirm with each speaker as the date approaches, and obtain briefing materials in advance of the event.

h. The Programs Chair many times collects RSVPs for specific events and maintains a list of confirmed attendees (members and non-members) for pricing and use at the registration table.  The Membership Chair will provide the current Chapter roster to verify current membership status.
i. The Programs Committee will conduct post-event surveys to measure whether topics are pertinent and relevant.

j. Finally, the Programs Committee will maintain and sustain the Speaker Database.

Appendix E: Speaker Database
	DATE
	SPEAKER
	TOPIC

	October 5, 1998
	Capt Larry Cable
	Systems Engineering -  Why Do We Need Systems Engineering and INCOSE

	November 1, 1998
	N/A
	No meeting

	December 1, 1998
	N/A
	No meeting

	January 1, 1999
	N/A
	No meeting

	February 1, 1999
	N/A
	No meeting

	March 23, 1999
	Dr. John Snoderly
	Important Role INCOSE Plays

	April 22, 1999
	Bill Schoening
	Staging of Process Improvement and Introduction

	May 26, 1999
	David Long
	INCOSE Mid-Atlantic Regional Conference (INCOSE MARC)

	June 21, 1999
	Richard Findley
	Surviving Y2K:  NAVAIR Team Approach

	July 1, 1999
	N/A
	No meeting

	August 1, 1999
	N/A
	No meeting

	September 21, 1999
	Darrell Maxwell
	Naval Air Systems Command (NAVAIR) Software Business Process Reengineering (BPR)

	October 14, 1999
	John Walker
	JEWEL Compression Advance Data Compression Architecture and Algorithm

	November 4, 1999
	Tom Smith
	Joint Technical Architecture (JTA)

	December 16, 1999
	Robert Merritts
	National Engineering Week Future City Competition 

	January 1, 2000
	N/A
	No meeting

	February 17, 2000
	Zig Rafalik
	4.1 Systems Engineering Effort to Develop a Standard Set of Systems Engineering Processes 

	March 21, 2000
	Tony Guido
	Software Engineering Division Software Center of Excellence Overview for INCOSE SoMD Chapter

	April 25, 2000
	Bob Hayes
	Review EIA-632 Status

	May 23, 2000
	Jim Rebel
	Systems Engineering Management Training at Naval Air Systems Command

	June 22, 2000
	N/A
	CANCELLED

	July 1, 2000
	Al Pflugrad
	Achieving the SEI CMM Level 5 Rating and the Transition to CMMI

	August 24, 2000
	Mike Van Wie / Darrell Cole
	Metrics on E-2C

	September 26, 2000
	Josef Schaff
	Avoiding Obsolescence with Low-Cost Scaleable Dynamically Reconfigureable Computer Architecture

	October 24, 2000
	John Walker
	JEWEL Compression Advance Data Compression Architecture and Algorithm

	November 21, 2000
	George DiBiase
	New Aircraft Carrier Capabilities and the Engineering of Aircraft Launch/Recovery Equipment

	December 14, 2000
	Dwight Holland
	The Integration of Systems Engineering and Human Factors Engineering into Long Duration Spaceflight

	January 18, 2001
	Mary Redshaw
	Models for Managing Engineering Projects:  Balancing Innovation & Stability

	February 26, 2001
	Michael Erk
	Enterprise Resource Planning (ERP) in Government Organizations

	March 22, 2001
	Luke Campbell
	E-2C Metrics Use & Lessons Learned

	April 17, 2001
	Dr. John Snoderly
	Advancing the State of the Art in Systems Engineering

	May 17, 2001
	Cancelled
	No meeting

	June 19, 2001
	Tom Broadhurst
	Joint Service specification Guide as a Systems Engineering Tool

	July 24, 2001
	Ron Kohl
	Risk Identification and Engineering Challenges of the Creation of a Non-Technical Establishment in Low Earth Orbit

	August 21, 2001
	Mike Collins
	Systems Engineering, Architecture and Simulation Based Tool

	September 20, 2001
	Lorraine Weaver
	Information Systems Under Attack:  TCP/IP Exploits

	October 16, 2001
	Ken Kepchar
	INCOSE International Governance Changes

	November 15, 2001
	Mo DeVillier
	Science Technology in the Naval Air Systems Team

	December 17, 2001
	No Speaker
	Holiday Party

	January 14, 2002
	No Speaker
	Board Induction

	February 21, 2002
	Karl Geist
	INCOSE International Workshop 2002 Review

	March 19, 2002
	Stu Simon
	Where is the Money Going?—FY02 Budget (Approved) & FY03 Budget (Submitted)

	April 18, 2002
	Jim Tomasic and Steve Brown
	Rapid Prototyping

	May 14, 2002
	Stephanie Riddle 
	Network Centric Warfare (NCW)

	June 20, 2002
	Open Forum
	What are SoMD members' needs and expectations in the field of Systems Engineering?

	July 16, 2002
	No Speaker
	Brown Bag Meetings

	August 22, 2002
	No Speaker
	Brown Bag Meetings

	September 17, 2002
	No Speaker
	Brown Bag Meetings

	October 21, 2002
	Mike Persson
	Systems Engineering Technical Review Process

	November 20, 2002
	Watts Humphrey
	Personal Software Process (with SPIN)

	December 18, 2002
	No Speaker
	Christmas Party (with SPIN)

	January 29, 2003
	No Speaker
	Board Induction

	February 27, 2002
	Karl Geist
	INCOSE International Workshop Recap and Systems Engineering Professional Certification

	March 19, 2003
	Joe Jarzombek
	Status of DoD 5000

	April 1, 2003
	Karl Geist
	INCOSE Systems Engineering Certification Effort

	May 20, 2003
	Stu Simon
	FY03 & FY04 Budgets

	June 19, 2003
	Sam Seymour
	Johns Hopkins University (JHU) Systems Engineering Masters Program 

	July 24, 2003
	Chapter Members
	Report on the INCOSE International Symposium

	August, 2002
	N/A
	No meeting

	September 23, 2003
	Luke Campbell
	Commercial Off The Shelf (COTS) technologies and COTS insertion

	October 21, 2003
	Ted Warren
	IS03 Robotics Competition / HRA Seminar

	November 18, 2003
	Paul Robitaille
	INCOSE and the CAB

	December 17, 2003
	No Speaker
	Christmas Party (with SPIN)

	January, 2004
	N/A
	No meeting

	February 26, 2004
	Don Spry
	Officer Installation / Preventing Red Teams

	March 24, 2004
	Eric Honour
	Value of Systems Engineering

	April 30, 2004
	Capt Jeffery Wilson
	Single Integrated Air Picture (SIAP) System Engineering

	May 20, 2004
	Patricia Oberndorf 
	Management of COTS Based Systems (CBS) (with SPIN)

	June 17, 2004
	Ralph Gibson
	Verification and Validation as it Applies to Simulation Based Acquisition

	July 28, 2004
	Mike Persson
	Update on International Symposium 2004, Systems Engineering (SE) Certification, NAVAIR SE Lab Capabilities, Mid-Atlantic Regional Conference 2004 (MARC2004) and other topics of interest to the Chapter membership

	August, 2004
	N/A
	No meeting

	September 21, 2004
	Chris Ryder
	Model-Driven Systems Engineering for JCIDS

	November 4, 2004
	Art Felix
	Standard Approach to Trade Studies

	November 23, 2004
	John Walker
	Conceptual Data Model Evolution

	December 17, 2004
	N/A
	Holiday Luncheon with SPIN

	January 25, 2005
	Dan Slick
	Modular Open Systems Architecture (MOSA)

	February 23, 2005
	RDML Pete Williams 
	Importance of Systems Engineering

	March 24, 2005
	St. Mary's County Science and Engineering Fair Honorees
	Winning Science Fair Projects

	April 21, 2005
	Robert Larrabee
	F/A-18 External Architecture:  ForceNET and Global Information Grid (GIG) Connectivity

	May 18, 2005
	Maj John Selby
	Conceptual Design of a Helmet-Mounted Display System for the AH-1Z Attack Helicopter  

	June 15, 2005
	Mike Morgan
	NMCI and the Software Development Life Cycle

	July 28, 2005
	Karl Geist, Caitlin Szymendera, Ray Terry
	INCOSE 2005 International Symposium

	August, 2005
	N/A
	No meeting

	September 29, 2005
	Karl Geist, Ted Warren, Ray Terry, Zig Rafalik
	INCOSE Battlespace Systems Engineering Conference

	October, 2005
	N/A
	No meeting

	November 28, 2005
	Dr. Ralph McNutt
	Interstellar Space Exploration

	December 21, 2005
	Josef Schaff
	Why Topology is Important in a Net-Centric Battlespace

	January 18, 2006
	RDML Pete Williams 
	Importance of INCOSE to NAVAIR Systems Engineering

	February 16, 2006
	Louis A. Lucarelli
	Lean on the NAVAIR Corporate Tools

	March 21, 2006
	St. Mary's County Science and Engineering Fair Winners
	Presentation and Discussions of the Winning Exhibits

	April 18, 2006
	Dick Kitterman
	INCOSE Initiatives:  Moving Forward in Time and Space

	April 19, 2006
	David Brown
	Microsoft Visual Studio Team System (VSTS) and Microsoft Solutions Framwork (MSF) (with SPIN)

	May 16, 2006
	Joe Brannan
	Student UAV Competition

	May 17, 2006
	Presidents of INCOSE, SOLE, SPIN, ASMC, PMI and NCMA
	Formation of the SoMD Professional Alliance (SMPA)

	June 20, 2006
	Karl Geist
	Open Architecture Software Reuse Repository Strategy 

	July 18, 2006
	Mike Persson
	IS06 / Student UAV Competition Recaps

	August 15, 2006
	Joe Brannan
	AUVSI Competition Results and Future Plans

	September 19, 2006
	Paige Ripani and Sherman Forbes
	Recent DOD, INCOSE, NDIA and SSS System Safety Initiatives

	October 17, 2006
	N/A
	No meeting

	November 21, 2006
	Ron Abler
	CMMI Version 1.2 in an Airspeed World

	December 19, 2006
	INCOSE/SPIN Presidents
	Holiday Party

	January 25, 2007
	John Walker
	INCOSE’s Outreach to Science and Engineering Fairs

	February 20, 2007
	William Lankford
	DAWIA Systems Engineering Certification Curriculum

	March 15, 2007
	RDML Steven Eastberg and CAPT Matt Scassero 
	Honoring the Science and Engineering Fair Winners

	April 17, 2007
	Joe Brannan
	AUVSI Competition and Workshop Wrap-up

	May 15, 2007
	Lt Col Jon Sutherland, Mr. Terry Mayfield, and Mr. Chris Watson
	Systems Engineering Workshop

	June, 2007
	N/A
	No meeting

	July 26, 2007
	Luke Campbell
	A System Engineering Vision

	August, 2007
	N/A
	No meeting

	September, 2007
	N/A
	No meeting

	October 10, 2007
	Dr. John W. Fischer
	Systems Engineering Revitalization

	October 24, 2007
	James A. Dietz 
	Navy Software Process Improvement

	November 15, 2007
	Barbara Vaughn
	Initiative: Putting Systems Engineering Rigor into Software Acquisition

	December 19, 2007
	John Walker
	Technology Readiness Assessment (TRA) 

	January 22, 2008
	Ken Ptack and John Walker
	"Induction of New Officers and Board of Directors and INCOSE History” and “Preparing for St. Mary’s County Science Fair”

	February 13, 2008
	Tweed Ross III 
	Risk Integrated with Schedule and Cost -- Intelligent Quantification (RISC – IQ) Applications for System Engineers

	March 13, 2008
	Christian J. Utara 
	Student Exposition and Awards Lunch with St. Mary’s County Science and Engineering Fair Winners 

	April 16, 2008
	Dr. Bill Bail
	Requirements Engineering for Dependable Systems

	May 29, 2008
	Karl Geist
	Sixth Annual AUVSI Competition

	June, 2008
	N/A
	No meeting

	July, 2008
	N/A
	No meeting

	August 21, 2008
	John McMaster
	Advancements in Modeling and Simulation to Improve Program Performance:  Opportunities for Horizontal Integration, Efficiencies, and Capability Enhancements

	September 3, 2008
	Mark Schaeffer
	Systems Engineering—Trends and Impressions

	September 16, 2008
	James Armstrong
	Technical Performance Measures: Gluing PM and SE Together

	October 23, 2008
	Juan Ortiz
	Improving Technical Performance at NAVAIR: The Systems Engineering Development & Implementation Center (SEDIC)

	November 20, 2008
	Carl R. Siel, Jr.
	Naval Probability of Program Success (PoPS) Overview

	December 10, 2008
	No Speaker
	Holiday Social & Membership Drive

	January, 2009
	N/A
	No meeting

	February 24, 2009
	John Walker
	An Evening with INCOSE Connect

	February 26, 2009
	Jennifer McGovern Narkevicius
	Human Systems Integration in Systems Engineering Practice:  Introducing the Human Systems Integration Working Group and Improving the Whole System

	March 17, 2009
	CAPT Matt Scassero
	St. Mary’s County Science Fair Awardees Luncheon

	April 23, 2009
	Peter Baxter
	Putting "Management" into Your Requirements Management

	May 6, 2009
	Mike Cameron
	Performance-Based Contracting

	May 19, 2009
	Cyrus Afshar
	Impacts of Ethnicity and Culture on the Systems Engineering (SE) Support of International Projects

	June, 2009
	N/A
	No meeting

	July 30, 2009
	Don Gantzer
	Status and Activities on DoD's Systems and Software Engineering, OUSD(AT&L) SSE

	August, 2009
	N/A
	No meeting

	September 23, 2009
	Tony Kimberlin
	Modeling and Simulation in the Development of the CVN-78 Gerald R. Ford Class Aircraft Carrier

	October 22, 2009
	John Thomas
	Technical Leadership and the Role of the Systems Engineer for Program Success

	November, 2009
	N/A
	No meeting

	December 8, 2009
	RDML Donald Gaddis
	Vision for Systems Engineering at NAVAIR

	January 27, 2010
	Ken Ptack and Steve McKeown
	Strategy Session and Board Induction

	February, 2010
	 N/A
	No meeting

	2 March, 2010
	 Ken Ptack
	Software Life Cycle Profiles for Very Small Entities (VSEs)

	April 13, 2010
	Pete Williams
	St. Mary’s County Science Fair AWARDEES Luncheon

	May, 2010
	N/A
	No meeting

	June 21, 2010
	David Narkevicius
	Joint Tactical Data Enterprise Services (TDES) Migration 

	July 29, 2010
	Karl Geist
	CSEP Overview

	August 24, 2010
	Jennifer McGovern Narkevicius
	Human Systems Integration in the Rail Industry:  Developing the Interface for Integration

	September, 2010
	N/A
	No meeting

	October 28, 2010
	John J. Quartuccio 
	AIR-4.1 Systems Engineering Development & Implementation Center (SEDIC): Menu-Driven SETR Checklist Initiative

	November, 2010
	 
	 

	December 1, 2010
	MAJ Robert Bledsoe
	Unmanned Aerial Systems and Interoperability


Appendix F: Facilities Plan
In order to satisfy various events with multiple unique demands, the Chapter sustains a list of potential venues in the table below:

	LOCATION
	CAPACITY
	AV EQUIPMENT (YES/NO) AND DETAILS
	LAYOUT/VENUE
	POC

	River’s Edge Catering & Conference Center
	130
	Yes/No if using Bar area
	3 Large Rooms available;  bar area capacity – 35, No AV
	Officer’s Club General Number

	Wyle Conference Center
	Up to 85
	Yes
	Theater Style
	Stephen C. Jones

	L-3 Conference Center
	130
	Yes
	Multiple configurations
	Barry Knouse

	Eagle Systems Conference Center
	50
	Yes
	Conference Room
	Charles K. McDowell

	Booz Allen Facility
	50
	Yes
	Conference Room
	Steve McKeown

	Precise Conference Room
	30 -50
	Yes
	Conference Room
	

	Southern MD Higher Education Center
	25 to 430
	Yes with Fee
	Computer Classrooms, Small rooms ~ 85, can accommodate up to 430. Multiple configurations
	General Number

	Frank Knox School
	Up to 100
	Yes
	Theater Style
	Government

	Patuxent River Beach House
	Up to 250
	No
	Hall or Outdoor Picnic Venue
	Government - MWR

	JT Daugherty Center
	25 to 500 +
	Yes with Fee
	Multiple Configurations; must buy food there for facility use
	Melissa Daugherty

	Regency Furniture Stadium
	25 to 500 +
	Yes with Fee
	Conference Room or Picnic Venue
	John Wilson


Each venue is understood in terms of what can best be accomplished at a given location.  For 2010, multiple locations will be used for Chapter meetings.  There are planning activities for a conference/symposia-style event, but no down-select activities have taken place at this time.

Appendix G: Review and Assessment of Chapter Plans
REVIEW AND ASSESSMENT OF CHAPTER PLANS

Date of BOD Meeting:  __________________________    

1. Does the Chapter Strategic Plan need to be modified?       FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No   
  


If yes, what needs to be changed?

2. Does the Chapter Operating Plan need to be modified?       FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No   
  


If yes, what needs to be changed?

3.  Is the Chapter Publicity Plan effective?       FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No   
  


If no, where are we failing: 

 FORMCHECKBOX 
 Short notice         FORMCHECKBOX 
 Low attendance       FORMCHECKBOX 
 No articles in Tester

 FORMCHECKBOX 
 Out-of-date distribution list         FORMCHECKBOX 
 Signs never placed in lobbies  


 FORMCHECKBOX 
 Other:  ________________________________________________
     Suggestions to improve publicity:

4.  Does the Chapter Publicity Plan need to be modified?       FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No   

     If yes, what needs to be changed?

5. Is the Chapter Ambassador Plan effective?       FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No   


If no, where are we failing: 

 FORMCHECKBOX 
 Ambassadors not identified         FORMCHECKBOX 
 Ambassadors not trained

      FORMCHECKBOX 
 Short notice of events         FORMCHECKBOX 
 Ambassadors not passing on information  


 FORMCHECKBOX 
 Other:  ________________________________________________
     Suggestions to improve Ambassador program:

6.  Does the Chapter Ambassador Plan need to be modified?     FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No   

      If yes, what needs to be changed?


Appendix H: Action Item Tracking
	INCOSE SoMD CHAPTER ACTION ITEM TRACKER
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Appendix I: Input package for the Chapter Awards and Recognition Program
1.  Circle Awards Point System TC “Circle Awards Point System” 
Chapter efforts and accomplishments are measured on a cumulative point system. Points are awarded in eight areas of chapter operation: Planning, Activities, Communications, Membership, Technical, Outreach, INCOSE Support, and Operations.  An ninth area, Subjective, provides an opportunity to recognize contributions beyond the objective criteria.  Section 3.7 includes a complete description of the Circle Awards Point System.

The point system is designed to recognize and encourage important activities for any INCOSE chapter.  Chapters are encouraged to reflect upon these good/best practices when planning chapter activities.  However, growth comes from innovation.  Therefore, we encourage chapters to pursue new activities and approaches, sharing the results with the INCOSE community.
The minimum threshold for the Circle awards is:

Bronze Circle
2,500 points

Silver Circle
5,000 points

Gold Circle
8,000 points

Gold requires a minimum number of points for Gold Circle, shown in the following table.

	CIRCLE AWARDS POINT SUMMARY

	Item
	Maximum Points
	Percent
	Min for Gold

	Section 1. Planning
	1,000
	5.1%
	   600

	Section 2. Activities
	3,000
	15.4%
	1,000

	Section 3. Communications
	2,500
	12.8%
	1,000

	Section 4. Membership
	3,000
	15.4%
	   500

	Section 5. Technical
	2,500
	12.8%
	   500

	Section 6. Outreach
	2,500
	12.8%
	   500

	Section 7. INCOSE Support
	2,000
	10.3%
	   250

	Section 8. Operations
	1,500
	7.7%
	   500

	Section 9. Subjective 
	1,500
	7.7%
	       0

	Total for All Areas
	19,500
	100%
	8,000


Summary tables for each of point areas are as follows.  Each item includes a basic description, statement of associated points (with a maximum number of points for a given item), and the required documentation for each item.  In order to assure that no one area dominates the scoring system, each area has a separate maximum number of allowable points.

When an activity (a regional conference, a technical product, etc) is sponsored by multiple INCOSE chapters, the points for that activity shall be divided equally amongst the chapters. 

	1. PLANNING

	Activity/Product Description
	Points
per Activity
	Maximum Points
	Required Documentation for Verification

	1A Leadership Orientation: by Member Board representative via  web meeting or in person, or via self-study presentation
	50 pts per Chapter officer completing the training
	200
	To achieve full points the Chapter must provide attendance list substantiated by Member Board representative providing the training, or evidence of self-study completion (such as a certified list of names and date training completed).

	1B Strategic plan: aligned with INCOSE vision, mission and goals (see "Reference" worksheet tab)
The plan can be a section in a comprehensive planning document.
	Submission deadlines
200 pts -  15 April 
100 pts -  15 May 
  50 pts - after 15
      June
	200
	To achieve full points the Chapter must provide documented long range vision/mission/goals, aligned with those of INCOSE, and supported by strategies to achieve them.

To achieve credit, the Chapter must provide evidence (such as document signature page) that the initial written plan was developed by the Chapter Leadership team (provide names of involved team members including at least 3 officers).


1C  Operating plan: implements the Strategic plan providing specific activities, responsible person(s), schedules and budget. 


Submission deadlines


200 pts -  15 April 

100 pts -  15 May 


To achieve full points the Chapter must provide documentation of major activity areas with specific goals identified in advance, who is responsible, top level schedule and anticipated budget.

	To achieve credit, the Chapter must provide evidence (such as document signature page) that the initial written plan was developed by the Leadership team (provide names of involved team members including at least 3 officers).

	1D Communications plan: (To include website plans, publicity plan and Ambassador/Promoter plan).

The Communications plan can be part of a comprehensive planning document.
	a) 50 pts for website plans
b) 50 pts for publicity plans
c) 50 pts for Ambassador plans

1) 100% if submitted by 15 April  
2)   50% if submitted by 15 May
3)   25% after 15 June
	150
	To achieve full points the Chapter must provide documentation, developed before execution, showing: 
   1) key audiences (members, prospects, companies, etc),
   2) means of communications to be used for each audience (personal contact, Ambassadors/ Promoters, email, web, INCOSE Connect, newsletters, etc), 
   3) frequency planned for communication to each audience
   4) who is responsible for communication to each audience 

(Event announcements are in addition to website and newsletters.) 

	1E Membership recruiting and retention plan.

The Membership recruiting and retention plan can be part of a comprehensive planning document.
	a) 100 pts for recruiting plans
b) 100 pts for member retention plan
c)   50 pts for process to capture reasons for non-renewals

1) 100% if submitted by 15 April 
2)   50% if submitted in 15 May 
3)   25%  submitted after 15 June
	250
	To achieve full points the Chapter must provide documentation, developed before execution, showing: 
1) recruitment program,
2) renewal program, 
3) a process to capture reasons for non-renewals

	Summary for PLANNING
	
	1,000
	


	2. ACTIVITIES

	Activity/Product Description
	Points
per Activity
	Maximum Points
	Required Documentation for Verification

	2A  Conduct Chapter meeting with featured speaker, or Chapter event*.

*Chapter event examples: an all-Chapter planning meeting, technical tour, social or networking meeting. 
	100 pts per event
	1,200
	To achieve full points, provide explicit tangible documentation in the form of event flyers or emails for each meeting, a past meeting table/page on the website, or a yearly summary in a newsletter where each meeting is specifically identified. Each event/meeting can be counted only once throughout this form.

	2B  Organize and conduct a local tutorial (an event 3-8 hours in length with one topic).
	Per day basis
1) 3-4 hr   is 100 pts
2) 5-8 hrs is 200 pts
	1,200
	To achieve full points a tutorial event must be: 
   1) organized by the Chapter and be a minimum of 3 hrs  
   2)  documented by an event flyer, email announcement, table of events, or newsletter

Tutorial means a single event and single topic within a single Chapter from 3 to 8 hours. Tutorial cannot be counted under other events.
Feedback/evaluation from attendees can be listed in Section 9 for additional points.

	2C  Organize and conduct a local seminar or mini conference. 

Mini-Conference is an event spanning 1-1.5 days on one (or more) topics with multiple speakers, panels, tutorials, and exhibits.
	400 pts for min 
     6 hr day
200 pts for 3-5 hr 
    partial day
	1,600
	To achieve full points a seminar event must: 
     1) span a minimum of 1 day, 6+ hrs
         a) A preceding or subsequent partial day can receive 1/2 points if at least 3 hrs of events
     2) have at least two of the following: multiple speakers, panels, tutorials, exhibits
     3)  be documented by an event flyer/ newsletter or a copy of the proceedings.

	2D  Organize and conduct a regional conference.

Regional conference is a multi-day, multi-track event including speakers, panels, tutorials, and exhibits.
	1000 pts for minimum 6 hr day
  500 pts for 3-5 hr partial day
	2,000
	To achieve full points Chapters must participate in:
   1) planning, 
   2) financial support, 
   3) committee work or technical review tasks, and 
   4) support conference operation.  

Regional conference is more than 1 day long and includes at least three of the following: multiple speakers, multiple topics, panels, tutorials, exhibits 
 
A preceding or subsequent partial day can receive 1/2 points if there are at least 3 hrs of events

The Regional conference must be documented with a conference flyer or proceedings. 

	2E  Chapter support for an International Symposium
	up to 1000 pts depending on involvement
	1,000
	To achieve full points the Chapter must participate in:
   1) planning, 
   2) financial support, 
   3) committee work or technical review tasks, and 
   4) support IS operation. 

	Summary for ACTIVITIES
	
	3,000
	


	3. COMMUNICATIONS

	Activity/Product Description
	Points
per Activity
	Maximum Points
	Required Documentation for Verification

	3A  Maintain an active Chapter website for Chapter communications.
	1) 200 pts if website updated at least every other month 
2) 100 pts for current officers contact info
3) 100 pts for upcoming events
4) 100 pts for INCOSE link

Extra points can be submitted in section 9 for separate website on INCOSE Connect, and an active Wiki site.
	500
	To achieve full points the Chapter must provide an updated Web Site address with direct links identified to show:
   1) Website updated at least every other month  (home page captured periodically for evidence),
   2) Current list/contact information for Chapter leadership team,
   3) Announcements for upcoming Chapter events, and
   4) Link to www.INCOSE.org 

	3B  Publish and distribute a Chapter newsletter.

Newsletter must be more than just event announcements.
	100 pts per newsletter
	1,200
	To achieve full points provide evidence that: 
   1) Chapter newsletters were provided to members in either hard copy or electronic format, and
    2) each newsletter is at least 500 words in length (not including address, Chapter officers, editor's name and distribution) providing info such as public relations and advance notice of Chapter activities, relevant technical activities, reports from events, highlights of INCOSE resources, and general information about Chapter membership.

	3C  Implement the Chapter publicity portion of the Communications Plan (see 1D). 

The objective is to broadcast event announcements and reminders (separate from newsletter and website), and promote the Chapter. Formally evaluate progress at least once after initial plan.  
	1) 25 pts for each event publicized to planned audiences
2) 50 pts max for one overall progress evaluation
	300
	To achieve full points the Chapter must provide:
   1) Copies of each announcement, indicating when each was sent relative to event
   2) Minutes of meeting (e.g. BoD meeting) where progress to publicity plan was evaluated. 

	3D  Create and maintain an “Ambassador/Promoter” program by implementing the Ambassador/Promoter portion of the Communications Plan (see 1D).  

Enlist, train (e.g. on-line pdf) and maintain contact with organization representatives (companies, societies, schools, etc) whose role is to promote INCOSE by personal contact and distribution of Chapter announcements in their organization. Formally evaluate progress at least once after initial plan. 
	1) 50 pts per organization or society 
2) 50 pts max for one overall progress evaluation
	500
	To achieve full points the Chapter must provide: 
   1) List of Ambassadors/Promoters and their organizations, 
   2) Copy of Ambassador/Promoter training/ orientation materials,
   3) List of those trained, 
   4) Copies of communications to Ambassadors/Promoters, 
   5) Some indication of feedback from Ambassadors'/Promoter's promotion activities, and
   6) Report or minutes of meeting where the Ambassador/Promoter effectiveness was evaluated.

	Summary for COMMUNICATIONS
	
	2,300
	


	4. MEMBERSHIP

	Activity/Product Description
	Points
per Activity
	Maximum Points
	Required Documentation for Verification

	4A  Develop and distribute a Chapter recruitment package planned in 1E and made available to guests at all Chapter events.
	1) 125 pts for developing package
2)   25 pts for each Chapter event package was available for distribution
	250
	To achieve full points the Chapter must provide: 
   1) A copy of recruitment package distributed, or list of contents if using standard INCOSE materials. 
         a) In either case, it must also contain information about the local Chapter, including contact info. 
   2) Identify the number of events the package was available and estimate number of packages actually distributed.

	4B  Implement the member retention/ renewal program planned in 1E
	1) 100 pts for renewal reminder
2) 100 pts for contacts with non-renewals
3) 100 pts for collecting feedback for non-renewals
	300
	To achieve full points the Chapter must provide: 
   1) Copy of reminder to renew, 
   2) Description of the process used for contacting non-renewals and evidence of implementation; i.e. copy of an e-mail, letter, list of calls made, etc., and 
   3) Summary of feedback from non-renewals, with number of feedbacks received.

	4C  Survey Chapter members to aid setting Chapter direction and addressing member desires. 
Survey should address Chapter and INCOSE-level concerns.
	1) 100 pts for conducting survey
2)   75 pts for publishing results
3)   75 pts for analyzing results
	250
	To achieve full points the Chapter must provide: 
   1) A copy of the survey (to verify objectives),  
   2) A copy of the results, and
   3) A copy of the analysis of results.

	4D  Publish name and brief introductory information such as areas of SE interest, hobbies, or company of each new member (subject to the new member's preference) in the Chapter newsletter or on the chapter website
	25 pts max per newsletter 
   - 10 pts per newsletter for just list of names 
   - 25 pts for names with other info
	300
	To achieve full points the Chapter must provide:
   1) Acknowledgement of new members by publishing as a minimum name, some info (subject to the new member's preference), and month joined, and 
   2) A copy of the newsletter with section related to the new member information identified or link to info on website

	4E  Chapter successfully recruits a new International INCOSE Corporate Advisory Board member. 

Note: this is not local corporate sponsors such as is done in Europe.
	250 pts each new member
	1000
	To achieve full points the Chapter must provide a letter/e-mail from INCOSE International confirming successful registration of the new CAB member. 

Note: this may have to be requested by the Chapter.

	4F  Chapter and CAB companies, through their representatives, work actively together. 
	200 pts per CAB company
	400
	To achieve full points the Chapter must provide documentation indicating interaction on plans and/or activities between the Chapter and CAB with positive results. 

	4G  Chapter successfully recruits a new local INCOSE corporate sponsor (such as is done in Europe).
	150 pts each
	450
	To achieve full points the Chapter must provide a letter/e-mail from new sponsoring company

	4H  Start or support a student division at a university.
	250 pts each student division 

Note: limit one per university
	1,000
	To achieve full points the Chapter must provide:
   1) A list of student officers  (Must be a separate organization not just of list of students in the Chapter), and 
   2) Proof of Chapter involvement with the student division (Newsletter, Event Flyer, or Student Chapter Bylaws)

	Summary for MEMBERSHIP
	
	3,000
	


	5. TECHNICAL

	Activity/Product Description
	Points
per Activity
	Maximum Points
	Required Documentation for Verification

	5A  Refereed article (excluding letters to the editor or notices) published in INCOSE Journal.
	200 pts per article
	600
	To achieve full points for the article the Chapter must provide a full reference for the article or a copy of the article. 

Note: This excludes letters to the editor, advertisements or notices.

	5B  Article on systems engineering published/presented in journals or magazines of a non-INCOSE entity. (excluding letters to the editor or notices)
	200 pts per article
	800
	To achieve full points for the article the Chapter must provide a full reference for the article or a copy of the article. 

Note: This excludes letters to the editor, advertisements or notices.

	5C  Technical papers presented by members in a symposium or seminar sponsored or co-sponsored by INCOSE. 

Note: Points for participation in technical panels can be entered in Section 9
	100 pts per paper
	500
	To achieve full points for the technical paper the Chapter must provide a full reference for the article or a copy of the article. 

Note: This excludes letters to the editor, advertisements or notices.

	5D  Chapter members participate in an INCOSE International technical group. 
(Interest Group or Working Group that meets at the International Workshop)
	100-500 pts per person per group
   1)   50 pts for active participation 
   2) 200 pts for Chair
   3) 100 pts subordinate Co-Chair.  
   4) 200 pts each If equal Co-Chairs in lieu of a chair and Co-Chair
   5) 250-500 pts for Significant Effort
	1,000
	To achieve full points the Chapter must provide member name, their Working/Interest Group, and role:
   1) Active participation via one or more of the following:
       a)  in-person at meetings (IW or IS)
       b)  via web/telecon meetings
       c) discussion boards/forums/email 
       d) participation in producing/reviewing products of WG
   2) Chair and subordinate or equal Co-Chair should be documented on WG website: provide link. 

Significant Effort points require Letter from Technical Board chair.
Participation in Technical Board, Member Board, BoD or appointed positions by these groups does not qualify for any points

	5E  Chapter members participate in a local technical group (Interest Group or Working Group) 
	100-200 pts per person per group
   1)   50 pts for active participation.
   2) 200 pts for Chair.
   3) 100 pts subordinate Co-Chair.  
   4) 200 pts each If equal Co-Chairs in lieu of a Chair and Co-Chair.
	500
	  

	5F  Chapter produces an INCOSE authorized and approved technical product with international benefit
	1000 pts per product
	2000
	To achieve full points for a technical product:
   1) The product must be developed by the Chapter, not an international Working Group),
   2) The product must be approved by the Technical Board as an INCOSE product,
   3) Provide a copy of the approval (board meeting minutes, e-mail), and 
   4) Product is completed and accepted by the board.

To achieve partial points for working a multi-year technical product: 
   a) The product must be approved by the Technical Board as an INCOSE product, 
   b) Provide a copy of the approval (board meeting minutes, e-mail), and 
   c) Provide a copy of the milestone schedule for working on the product.

NOTE: A technical product must be approved in accordance with INCOSE guidelines.

	Summary for TECHNICAL
	
	2,500
	


	6. OUTREACH

	Activity/Product Description
	Points
per Activity
	Maximum Points
	Required Documentation for Verification

	6A  Participate in a joint meeting with another professional society (other than INCOSE) where systems engineering is explicitly explained and/or promoted
	100 pts per society
	400
	To achieve full points for a joint event, the Chapter must provide an event flyer/announcement, joint meeting agenda, or Chapter newsletter where event is described.

	6B  Perform a systems engineering-related project (with resulting product/report) to assist a non-corporate community or civic organization. 

Example - free consulting for philanthropy) Assisting university or college acceptable if product/report resulted.
	1000 pts per project
	1,000
	To achieve full points for a SE related community project the Chapter must provide: 
   1)  cost-free consulting services that explicitly use systems engineering principles to the benefit of the community at large,  
   2) An abstract detailing the engineering activity performed and resulting product/report, and 
   3) A thank you letter from a representative of the benefiting entity. 

	6C  Host or be a significant participant in a systems engineering activity/presentation for pre-college/college individuals. For K-12, community colleges, trade schools. Can be broader than just Systems Engineering. 
This includes significant involvement in events like robotics competitions up through college.
	1) 250 pts for hosting; 
2) 125 pts for significant participation (e.g. more than one judge) for each event.
	500
	To achieve full points for hosting a pre-college activity/ presentation the Chapter must provide: 
   1) Financial or services support, 
   2) A copy of the newsletter/flyer documenting the activity or event, and
   3) An estimate of the total hours invested by Chapter members.  (Points may also be awarded for extensive participation in an event of 4 hours or more). 

Examples that qualify for this category include high school career days, science fairs, ZOOM, Robotics competition, Future City and US First etc.  College level competitions such as robotics could qualify depending on type and extent of documented involvement.

	6D  Join and participate in local engineering club/council of technical societies such as high school science clubs, robotics clubs, IEEE, Women in Engineering, etc. 
	200 pts per club/association
	200
	To achieve full points, the Chapter must provide: 
   1) A description of the participation, and
   2) The participation must be at the Chapter level not the individual (i.e. the Chapter joins a regional or national engineering council that represents multiple professional  organizations.)

	6E  Provide unpaid speaker to universities, career days, civic organizations, other technical societies, or non INCOSE sponsored conferences or seminars. 
	100 pts per event
	1000
	To achieve full points the Chapter must provide:
   1) An unpaid speaker, 
   2) Documentation of the event through a letter from the organization or other documentation referencing Chapter support, and
   3) A brief summary of the event including the names of members involved in each event.

	6F  Officer or representative make INCOSE presentation to executive in previously un-represented (in local membership) organization.
	100 pts per organization
	500
	To achieve full points the Chapter must provide:
   1) a copy of the presentation, and
   2) and contact information for presenter(s) and audience

	Summary for OUTREACH
	
	2,500
	


	7. INCOSE SUPPORT

	Activity/Product Description
	Points
per Activity
	Maximum Points
	Required Documentation for Verification

	7A  Work with another INCOSE Chapter on a joint event or provide assistance to another Chapter.
	100 pts per chapter per event
	400
	To achieve full points the Chapter must provide an event flyer or equivalent documentation including:
   1)  description of the type of event or collaboration, 
   2) the date of the event, and 
   3) the Chapters involved in the event. (International Symposium work excluded, except for proposal effort.)

	7B  Provide unpaid speaker to other INCOSE Chapters.
	100 pts per event
	500
	To achieve full points the Chapter must provide an event flyer or equivalent documentation including: 
   1)  description of the type of event,
   2) the date of the event, and 
   3) the Chapters involved in the event.

	7C  Articles (excluding letters to the editor, notices, and Chapter summaries) published in INSIGHT.
	200 pts per article
	600
	Full reference to article

	7D  Chapter members attend INCOSE International Symposium.
	75 pts per attendee
	750
	List of Chapter attendees

	7E  Chapter member attends INCOSE International Workshop.
	75 pts per attendee
	750
	List of Chapter attendees

	7F  Chapter donates to INCOSE Foundation, Scholarship Fund, & Engineers Week.  

Note: Individual member contributions also can be counted.
	50 pts per $100
	500
	To achieve full points the Chapter must provide a Chapter newsletter, e-mail or equivalent documentation that:
   1) Acknowledges the donation , and
   2) Acknowledges the amount of the donation, or a copy of the cancelled check.

Note: Donations to be included in this section include: National Engineers Week;  the INCOSE Foundation and INCOSE Scholarship Fund.

	7G  Chapter donates to another INCOSE Chapter. 

Note: Individual member contributions also can be counted.
	50 per $100
	500
	To achieve full points the Chapter must provide a Chapter newsletter, e-mail or equivalent documentation that:
   1) Acknowledges the donation, and 
   2) Acknowledges the amount of the donation, or a copy of the cancelled check.

	7H  Submit nominee for individual INCOSE award (Founder, Fellow, Service).
	100 pts per nomination
	300
	To achieve full points the Chapter must provide a copy of nomination letter that was forwarded to INCOSE International, or at least the name if the letter is confidential. 

	7I  Participate in the Chapter Awards Review process prior to the IW session, or serve on the Chapter Awards Committee and attend the final review sessions at the IW.
	1) 100 pts per individual for pre-IW reviews; 
2) 100 pts for at least 50% participation in reviews at IW in person or via web meeting; 
3) 200 pts Chair or equal Co-Chairs
	400
	To achieve full points the Chapter must provide an acknowledgement from Award Committee Chair/Co Chair or Member Board for level of participation.

	Summary for INCOSE SUPPORT
	
	2,000
	


	8. OPERATIONS

	Activity/Product Description
	Points
per Activity
	Maximum Points
	Required Documentation for Verification

	8A  Provide biographical sketches of nominees for Chapter offices and provide  ballots to members 30 days prior to close of the election.
	50 pts
	50
	To achieve full points the Chapter must provide a copy of ballot which includes biography of each candidate provided at time of election. The bio can be on a website if the link is included with the ballot.

	8B  Chapter President or representative attends Chapters Committee meeting at International Workshop.
	75 pts
	75
	Name of representative

	8C  Chapter President or representative attends Chapters Committee meeting at International Symposium.
	75 pts
	75
	Name of representative

	8D  Conduct separate board meeting for Chapter leadership.
	100 pts per meeting
	600
	To achieve full points the Chapter must provide copy of the Meeting minutes or other evidence that meeting was held

	8E  Display or exhibit physical or electronic Chapter banner at Chapter events that includes Chapter and INCOSE logos.
	10 pts per event
	100
	To achieve full points the Chapter must provide:
   1) for canvas banner/ Chapter poster used, provide picture or description.
   2) If electronic banner, provide file
   3) Identify events where banner was used

	8F  Maintain and announce a schedule of Chapter events at least 3 months in advance.
	50 pts
	50
	To achieve full points the Chapter must provide the Chapter newsletters, announcements, and/or captured & dated pages from website showing 3 months advance notice throughout the year.

	8G  Prepare annual awards packet and submit to Chapter Awards Committee (via posting on the Awards website) no later than Sunday Jan 9, 2011
	1) 100 pts for submitting on time
2) additional points based on following the submittal guidelines
	250
	Submission confirmed by Chapter Awards Committee. Points may be adjusted by Awards Committee for clarity and if submitted late. Reminder of points awarded for understandable submittal which meets the format requirements.  This is to improve quality to provide incentive for improved submissions but limit impact.

	8H  Present certificates/letters/ tokens of appreciation to speakers.
	25 pts per item presented
	300
	To achieve full points the Chapter must provide: 
   1) An example or photo or description of the certificate/letter/token, and  
   2) List of recipients and topic presented.

	8I  Present formal awards to members for outstanding service or achievement
	100 pts per award
	200
	To achieve full points the Chapter must provide: 
1) An example or photo or description of the award 
2) List of recipients and 
3) Why they received the award

	8J  Present certificates/letters/ tokens of appreciation to local supporting organizations. Must be a public acknowledgement.
	50 pts per item presented
	250
	To achieve full points the Chapter must provide: 
   1) An example or photo or description of the certificate/letter/token, and   
   2) List of recipients

	8K  Send public relations letters to employers recognizing new Chapter officers, recipients of INCOSE awards, appointments, or other accomplishments of Chapter members.
	25 pts per letter
	300
	To achieve full points the Chapter must provide: 
   1) An example of the recognition letter, and 
   2) List of recipients.

	8L  Chapter members who have achieved INCOSE certification:
ASEP
CSEP 
ESEP
	ASEP: 50 pts per member
CSEP: 75 pts per member
ESEP: 100 pts per member
	500
	To achieve full points the Chapter must provide evidence of certification while a Chapter member. 

As 2010 is the initial year for this section, credit can be claimed for certifications earned prior to 2010 in Section 9 Subjective if certification was earned while a member of the reporting chapter. Hereafter it will be limited to those who achieved certification in the reporting year.

	Summary for OPERATIONS
	
	1,500
	


	9. SUBJECTIVE

	Activity/Product Description
	Points
per Activity
	Maximum Points
	Required Documentation for Verification

	Recognition of other noteworthy Chapter efforts not covered above.

Examples include but are not limited to:
   1) National Engineers Week Teach-Ins - 100 pts per event [Encouraged, but pts will not exceed 500 including 6E]
   2) Additional Donations - 50 pts per $100 [Encouraged, but pts will not exceed 1000 pts including 7F and 7G] 
   3) Special Project - 100 - 1000 pts [Depending on documented level of effort compared to other Chapter activities]
   4) Student Award Program - 100 - 400 pts depending on documented level of effort
   5) Active Connect website and/or Wiki - 100-300 pts depending on extent and use
   6) Use of social networking as active communication tool - 100-200 pts depending on use
   7) Current Chapter members that have achieved ASEP, CSEP, ESEP 25 points each Maximum (500 points) (this item valid for 2010 only)
	Discretionary
	 
	To achieve full points the Chapter must provide:
1) Description of other noteworthy Chapter efforts with evidence sufficient for verification by an independent reviewer, and 
2) Claimed points for each effort, considering comparable efforts above. 
 
NOTE: Do not repeat effort listed in the categories above.

	Summary for SUBJECTIVE
	
	1,500
	


2.  Chapter Awards Timeline TC “CHAPTER AWARDS TIMELINE” 
Jan 1 – Dec 31
Maintain chapter records and supporting documentation on an ongoing basis throughout the year.
Jan 9
Chapter packets including supporting documentation to be posted on the INCOSE Connect Chapter Awards website. Electronic submissions are required.
Int. Workshop
Preliminary discussion of good and best practices/innovative ideas and approaches during the Chapter Awards Committee meeting. 

End of IW
Review of all chapter packets completed by Chapter Awards Committee. Following items submitted to the Awards Board:

· list of recommended Gold Circle honorees;

· list of recommended Silver Circle honorees;

· list of recommended Bronze Circle honorees;

· prioritized list of two to five chapters for the Most Improved Chapter award; and

· prioritized list of two to five chapters for the Outstanding Chapter award.

Mar 15
Examples/Best Practices extracted from chapter packets and posted on the Chapter Awards Connect website.
Mar 31
Awards Board completes the final review of the materials provided by the Chapter Awards Committee. Final selections made and notification provided to Chapter Awards Committee and INCOSE Headquarters:

· Gold Circle honorees;

· Silver Circle honorees;

· Bronze Circle honorees;

· Director’s Award for Most Improved Chapter (with honorable mentions as appropriate); and

· President’s Award for Outstanding Chapter (with honorable mentions as appropriate).

Apr 30
All chapters notified of Chapter Awards and Recognition. Chapters recognized on the INCOSE website and in an email announcement to all INCOSE members.
Int. Symposium
Chapter Awards presented at symposium banquet.
Continuing
Discussion and dissemination of good/best practices as well as innovative ideas/approaches among the chapter representatives. This topic will be a key focus during 1st quarter and during Chapter Awards Committee meeting at International Symposium.










































Communications Chair notifies local newspaper with Press Release





Programs Chair or Special Events Coordinator (SEC) presents program or event idea to BOD for initial approval





Posters created and displayed in key buildings as needed








Meeting or Event





Webmaster posts flyer to Chapter website








Flyer provided to Communications Chair and sent out to Chapter distribution lists








Programs Chair or SEC updates flyer within 2 business days





BOD has 2 business days to review and provide comments to Programs Chair or SEC





Programs Chair or SEC creates flyer
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