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1. Purpose, Membership, and Amendment

1.1 PURPOSE

This Process Manual is intended to supplement the IEEE-HKN Operations Manual and provide
additional clarification and instruction to guide the implementation of actions and ongoing
activities of IEEE-HKN as set forth in the HKN Operations Manual. It is subordinate to the
Operations Manual.

1.2 AMENDMENT

Amendment to this Process Manual shall be reviewed and approved by the IEEE-HKN Board of
Governors by an affirmative vote of a majority of the Board members present at the time of the
vote provided a quorum is present.

Active chapter(s) may propose amendments for consideration by the IEEE-HKN Board of
Governors. Proposals approved by the membership of no fewer than 4 active chapters will
automatically be placed on the agenda of the next Board meeting for consideration.

1.3 EFFECTIVE DATE

Amendments shall take effect immediately or on such date as specified in the motion for
adoption. Amendments significantly impacting Chapter operations or fees shall be effective in
August in synchronization with IEEE membership dues adjustment.

1.4 ELECTION TO MEMBERSHIP

All qualified undergraduate student, graduate student, alumnus, professional, and faculty
candidates may be elected to membership by a University chapter or the Board. Eminent
Membership may only be conferred by the Board. The induction of Eminent Members shall
require an affirmative vote of two-thirds of the total members of the Board.

(a) ELECTION TO MEMBERSHIP BY UNIVERSITY CHAPTERS

(i) The active inducted IEEE-HKN members within a University chapter will gather
for the purpose of considering the election of candidates at least once per
calendar year. The specific process employed will be outlined in each chapter’s
operations manual.

(i) In evaluating student and professional candidates, chapters shall consider the
totality of the candidate including their scholastic achievements, their possession
of outstanding character, and their positive attitude.

(i) The evaluation of Professional members shall be on the basis of their
demonstrated leadership and service to unpaid, volunteer activities during their
professional career. Chapters should consider the candidate’s possession of
outstanding character and positive attitude in as best a manner possible, given
that the circumstances are clearly different than those of a student.

(b) INDUCTEES AND MEMBERS

(i) Election is conferred first by a majority vote of an eligible active IEEE-HKN
chapter, followed by participation in an IEEE-HKN induction.

(i) Induction is conferred by an individual previously participating in an HKN
induction ritual or participating in the IEEE-HKN initiation ritual.



(iii) Individuals inducted into HKN or IEEE-HKN shall have the right to identify
themselves as Inducted into Eta Kappa Nu for life.

(iv) IEEE-HKN members are those individuals previously inducted in HKN or
individuals inducted into IEEE-HKN.

1.5 PROFESSIONAL CANDIDATES

Professional membership in IEEE-Eta Kappa Nu, like student membership, must be earned.
Candidates must embody the core values of Eta Kappa Nu, namely outstanding scholarship,
impeccable character, and a dedication to lifelong learning and service. Membership will be
based on the candidate’s record of contributions to the field, demonstrated leadership, and
community service.

Professional candidates must be invited by an HKN chapter at a University or be nominated by
a current HKN member for induction into the ETA chapter of the IEEE-HKN Board of Governors.
University chapter leaders determine eligibility to join their university chapter. Individuals who
wish to be inducted into a University Chapter should contact the Chapter directly or HKN
headquarters.

In order for a professional to be eligible for induction into ETA chapter of the IEEE-HKN Board of
Governors, the candidate must not be a student, and have been a practicing engineer for 10
years in the |IEEE fields of interest as defined in IEEE By-Law [-104.11. The candidate must
have demonstrated significant service to unpaid non-IEEE governance, volunteer activities
during the individual's professional career. ETA chapter induction requires member nomination,
a minimum of 2 endorsements and review and recommendation by the Professional Member
subcommittee. A professional candidate shall:

e Not be a currently enrolled student at an institution hosting a University chapter

e Have been a practicing engineer for a minimum of 10 years in one or many technical
fields of interest to the IEEE. Candidates will receive credit for the highest technical
degree earned as follows:

(i) The candidate with a bachelor’s degree or equivalent will be credited with 3
years of professional service

(i) The candidate with master’s degree of equivalent will be credited with 4 years
of professional service

(iii) The candidate with a PhD degree or equivalent will be credited with 5 years
of professional service

(iv) Credits will be applied individually and will not be cumulative

e Have demonstrated significant leadership and character through service to unpaid,
volunteer activities.

e Have demonstrated professional dedication by the giving of professional skills freely and
without regard for personal gain.

e Be nominated by an active member in good standing of the IEEE that is also an inducted
member of IEEE-HKN.

e Receive no fewer than 2 and no more than 3 letters of endorsement from professional
colleagues, fellow volunteers, or others with knowledge of the candidate’s technical


https://hkn.ieee.org/chapters/university-chapters
https://hkn.ieee.org/contact-headquarters

prowess, leadership activities, outstanding character, and positive attitude. At least one
such endorsement should be by an individual directly familiar with the unpaid, non-IEEE
governance, volunteer contributions of the candidate.

2. Board of Governors

2.1 POWERS AND DUTIES

The Board shall have responsibility for the assets, activities, and procedures within IEEE-HKN
as described in Section 4.17 of the IEEE Educational Activities Board Operations Manual and
IEEE Bylaw 1-404.

The powers, duties and responsibilities of the IEEE-HKN Society shall be vested in the Board of
Governors. Without prejudice to the general powers of the Board, it is hereby expressly declared
that the Board shall have responsibility for setting overall policy for the Society, and shall
perform the following functions:

(a) Preparation and ongoing maintenance of the governing documents of IEEE-HKN,
including its Operations Manual, amendments to which shall be subject to review and
approval of the IEEE-Educational Activities Board.

(b) Impose requirements on IEEE-HKN membership as these requirements pertain to
IEEE membership, such as requiring that new IEEE-HKN members and/or IEEE HKN
award recipients and/or recipients of IEEE-HKN honorary titles satisfy additional IEEE
membership requirements.

(c) Develop and implement a budget for the IEEE-HKN. The budget of IEEE-HKN shall
be developed by IEEE-Eta Kappa Nu Board of Governors, and then the IEEE Finance
Committee as part of the budget of the EAB, which shall be subject to approval by the
IEEE Board of Directors.

(d) The IEEE-Eta Kappa Nu Board of Governors shall be responsible for the oversight of
funds held by the IEEE Foundation, provide reports to the IEEE Foundation and appoint
an ex-officio member to the IEEE Foundation (President or his/her designee).

(e) The name Eta Kappa Nu, its usage and application, with the understanding that the
IEEE master brand may be used along with the HKN logo in IEEE-HKN correspondence,
documents, products and publications.

(f) The creation, administration and dissolution of IEEE-HKN chapters, including
determination shall be reported to the appropriate IEEE Operating Units.

(9) Initiation rites of new members into IEEE-HKN.

(h) Initiation fees, life membership fees, annual fees for IEEE-HKN membership, and
similar or related fees for IEEE-HKN members, including determining any future financial
obligations of individuals who join IEEE-HKN beyond the one-time payment of initiation
fees.

(i) Naming of IEEE-HKN member titles, to be coordinated, as applicable, with the IEEE
EAB.

(j) Criteria and administration of the IEEE-HKN awards, to be coordinated, as applicable,
with the IEEE EAB.



(k) Appointment of representatives and liaisons of IEEE-HKN to other OUs.

(1) Publication of IEEE-HKN periodicals, such as The Bridge, and books, and oversight
over such publications, including selection of vendors for the formation, advertising and
distribution of such publications.

(m) The composition and method of election or appointment of members of the Board
shall be specified in the IEEE-HKN Operations Manual. Furthermore, any such election
or appointment shall be subject to annual ratification by EAB.

2.2 RELATIONSHIP WITH IEEE EAB AND OTHER OU ACTIVITIES

EAB shall assist the Board in planning and maintaining activities, especially when these
activities have impact on other IEEE OUs. The Chair of EAB shall serve as the liaison of the
IEEE Board of Directors to the Board, and shall be responsible for communicating IEEE-HKN
related issues to the IEEE Board of Directors. The Chair of EAB shall also be responsible for
coordination of joint activities of IEEE-HKN with other major IEEE OUs, as needed.

2.3 TREASURER

The Treasurer shall be nominated by the President and will take office subject to confirmation by
the Board. The Treasurer must be an inducted member of the Society and an active member of
Member grade or higher of the IEEE. The Treasurer is the oversight and advisory person for all
IEEE-HKN financial matters and, along with the IEEE-HKN professional staff, provides
administration of the IEEE-HKN budget.

(a) DUTIES: The Treasurer shall:

Have primary responsibility for the IEEE-HKN financial policy;

Provide oversight and advisory opinions on financial matters;

Administer the IEEE-HKN budget in conjunction with the IEEE-HKN professional
staff;

4. Work with the Director and Executive Committee to prepare an annual budget;

5. Prepare an annual report detailing the IEEE-HKN financial condition;

6. Be an ex-officio member of the Board;
7
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. Assume any duties assigned by the Board or by the President;
. Propose modifications to any of the Society’s fees;
9. Be concerned with the financial health of the University and Alumni chapters;
10. Serve as chief financial officer of the IEEE-HKN;
11. Provides administration of the IEEE-HKN budget;
12. Report administratively to the President;
13. Ensures compliance with IEEE and IEEE-HKN policies and procedures in all
financial matters relating to IEEE-HKN;
14. Ensures sound financial management of the IEEE-HKN Department, the
IEEE-HKN Standing and Ad Hoc Committees;
15. Continually reviews financial viability and performance of IEEE-HKN activities;
16. Develops budgets for future years;
17. Reviews new initiative requests for funding;
18. Reviews the financial impact of agenda items being considered by the Board;
19. Represents the Society on all IEEE financial matters.

(b) TERM: The term for the Treasurer shall commence upon their appointment and run
through December 31st.



2.4 SECRETARY

The Secretary shall be nominated by the President and will take office subject to confirmation by
the Board. The Secretary must be an inducted member of the Society and an active member of
Member grade or higher of the IEEE

(a) DUTIES: The Secretary shall:

1.

2.

3.

4.
5.

Have primary responsibility for accurate Board meetings minutes which shall be
maintained at Headquarters;

Ensure that accurate meeting minutes are recorded and provided to the Board by
Committees;

Assist the president in coordinating the operations of the Society’s commit tee
activities;

Be an ex-officio member of the Board;

Assume any duties assigned by the Board or by the President.

(b) TERM: The term for the Secretary shall commence upon their appointment and run
through December 31st.

2.5 GOVERNORS

(@) QUALIFICATIONS: The qualifications to serve as a governor shall include:

1.

8.
9.

Demonstrated business acumen, experience and ability to exercise sound
judgments in matters that relate to the current and long-term objectives of the
IEEE-HKN and the Chapters, Leadership and Members, and should be willing
and able to contribute positively to the decision-making process of the IEEE;
Ability to listen, analyze, think creatively, and work well with people individually
and in a group;

Ability to cultivate and recruit volunteers to support IEEE-HKN mission;

Honesty, integrity and adherence to high ethical standards, and governance
practices;

Sensitivity to and tolerance of differing views, a friendly, responsive, and patient
approach, and community-building skills;

Excellent relationship skills and the ability to interact with students, faculty, the
public, other organizations and diverse communities;

Excellent leadership skills including the ability to motivate others; negotiate
compromise and resolve differences; maintain positive working relationships and
capability to set direction for the chapters and members in the regions
represented;

Passion for, and interest in the IEEE-HKN organization;

Ability to dedicate service to the IEEE-HKN while balancing professional and
personal life;

10. Ability to handle sensitive and confidential situations and information
11. Excellent communication and listening skills;

12. Ability to meet deadlines and to respond to communications in a timely fashion;
13. Prior volunteer experience.

(b) REGIONAL GOVERNORS. The IEEE HKN Regional Governors are elected by the
active HKN Chapters specific to the Regions to which the Regional Governor is to be
elected. There are currently four (4) Regional Governors serving IEEE Regions 1-2, 3-4,
5-6, and 7-10. The duties of the Regional Governors include to:
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Serve as a member of the IEEE-HKN Board of Governors;

Represent interests of the membership, chapters, and alumni within their
assigned regions;

Promote IEEE HKN among the membership, chapters, alumni, and partnering
institutions;

Attend and participate in IEEE-HKN Board of Governors Meetings;

Work with Staff to develop and maintain overall membership, Chapter, and
alumni metrics and trends the Region(s);

Promote Best Practices and communication among Region Chapters, in
conjunction with Student Governors;

Facilitate programs to maximize participation in IEEE HKN through potential new
Chapters, revitalizing inactive chapters, alumni Chapters, and alumni
Involvement;

Engage and assist in the development of regional meetings, the Student
Leadership Conference;

Align IEEE-HKN activities with other IEEE OU'’s (e.g., MGA Sections, TA
Societies/Councils) within the Region.

(c) AT-LARGE GOVERNORS. The duties of the At-Large Governors include to:

1.

o s

o

Participate in the development of annual strategic and operational plans to
support the mission of IEEE-HKN;

Serve as a liaison or member of committees as assigned by the president;
Uphold the IEEE-HKN mission within IEEE, the engineering profession, the
university community, industry, and other professional associations;

Serve as a member of the IEEE-HKN Board of Governors;

Promote IEEE HKN among the membership, chapters, alumni, and partnering
institutions;

Attend and participate in IEEE-HKN Board of Governors Meetings;

Facilitate programs to maximize participation in IEEE HKN through potential new
Chapters, revitalizing inactive chapters, alumni Chapters, and alumni
Involvement.

(d) STUDENT GOVERNORS. The duties of the Student Governors include to:

aobwbd-~

Serve as a member of the IEEE-HKN Board of Governors;

Represent interests of the student membership and their chapters;

Promote IEEE HKN among the student membership;

Attend and participate in IEEE-HKN Board of Governors Meetings;

Promote Best Practices and communication among Chapters, in conjunction with
Regional Governors and the Chapters & Ritual Committee;

Facilitate programs to maximize participation in IEEE-HKN.

3. Committees

3.1 PURPOSE

Committees serve as the functional elements of the IEEE-HKN and are responsible for both
strategic and operational activities of the society in conjunction with the IEEE-HKN staff.



3.2 MEMBERSHIP

Membership on an IEEE-HKN committee shall be open to all members of IEEE-HKN. The term
of membership on a committee shall coincide with the term of the sitting IEEE-HKN President.

3.3 QUORUM
A majority of the active voting members of a committee shall constitute a quorum.
3.4 COMMITTEE MEMBER ACTIVE STATUS & VOTING

Active status for a committee member shall be determined by the chair of the committee in
consultation with the IEEE-HKN Director and IEEE-HKN President. Committee members that
have attended fewer than V2 of the committee meetings since the time of their appointment shall
not be considered active for the purpose of voting without the approval of a majority vote of the
committee. All committee votes shall be recorded in the notes of the committee and shall clearly
state the question put to the voting members as well as the final outcome.

3.5 CHAIR

The IEEE-HKN President shall appoint an IEEE-HKN member to serve as the chair of each
standing and ad-hoc committee with the approval of the Board. The chair shall be responsible
for the administration of the committee including scheduling committee meetings and all
requisite reporting functions. The chair of a committee may appoint such other committee
leadership positions such as a vice chair, sub-committees and a secretary as are appropriate to
fulfill the charge of the committee. The Chair of a committee may invite any IEEE-HKN member
to support the committee as non-voting members.

3.6 REPORT

Ad-Hoc and Standing Committees shall be required to regularly report on their activities,
deliberations, and meetings to the Board. Such reports shall be given in such format and
frequency as determined by the Board but should not be given less than four (4) times per
calendar year.

3.7 AD-HOC COMMITTEES

The Board may create ad hoc committees to address the needs of IEEE-HKN. The President
shall appoint the Chair and members of these committees, whose terms shall expire with the
term of the appointing President subject to ratification by the Board. All Ad-hoc committees will
be created with a specific charge to clearly identify:

The nature of the committee as ad-hoc,

The charge and purpose of the committee,

The relationship between the committee and the goals and objectives of the IEEE HKN,
The composition of the committee, and

Any reporting deviations from those specified in this section of the process manual for all
committees.

3.8 STANDING COMMITTEES

Unless otherwise specified in a governing document approved by the Board, the Chairs and
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members of the Standing Committees shall be appointed by the IEEE-HKN President, endorsed
by the Board, and affirmed by the IEEE Educational Activities Board.

The IEEE-HKN President shall appoint the members of each Standing Committee no later than
the first regularly scheduled meeting of the Board each year. Normally, each Governor shall
serve on at least one Committee. The President shall consult with the members of the Board to
determine which Governor shall serve on each Standing Committee. All members of the
Executive Committee shall be ex-officio members of all Committees. Defined standing
committees and their details include:

(a) AWARDS AND SCHOLARSHIP. The Awards and Scholarship Committee shall
promote the ideals of IEEE-Eta Kappa Nu by recognizing those who have
demonstrated excellence in scholarship, service, leadership, and character.

() RESPONSIBILITIES: The Awards Committee has responsibility for the
administration and conferral of the awards and honors the Board has established
and defined in the Operations and Process Manual. The committee may define
scope and criteria in order to aid in the evaluation of candidates if none are
otherwise provided.

(i) COMPOSITION: The Award Committee shall comprise a Chair and one
Subcommittee Chair for each of the awards, Scholarship, and honors the Board
has established.

(b) THE BRIDGE EDITORIAL BOARD. The Bridge Editorial Board shall provide The
Bridge magazine as an archival, flagship publication for IEEE-Eta Kappa Nu that
highlights content with organizational, professional, technical, and career relevance to
student and professional members.

() RESPONSIBILITIES: The Editorial Board for The Bridge has lead
responsibility for the management, development, guidelines, and standards
related to publication content and production. The magazine shall support the
scholarship, leadership, and service values of |IEEE-Eta Kappa Nu and shall
highlight technical achievement in, and history of, the profession.

(i) COMPOSITION: The Bridge Editorial Board shall be composed of no fewer
than three (3) IEEE-HKN members.

(c) CONFERENCE. The Conference Committee oversees and develops IEEE-HKN
conferences and events to satisfy networking, leadership, and professional development
objectives of IEEE-Eta Kappa Nu.

(i) RESPONSIBILITIES: The committee’s events include the annual flagship
conference as a signature event of IEEE-HKN, as well as other programming.
The committee manages the planning, implementation, programming, and
funding of these events in the context of the scholarship, character, and attitude
ideals of IEEE-Eta Kappa Nu.

(i) COMPOSITION: The Conference shall be composed of no fewer than five (5)
IEEE-HKN members and shall include at least one (1) member of the Board.

(d) DEVELOPMENT. The Development Committee shall have oversight and
development of fundraising activities. The committee should promote the financial health
of IEEE Eta Kappa Nu and foster relationships with ongoing and potential supporters of
the strategic and operational objectives of the organization.

(i) RESPONSIBILITIES: The committee shall manage a fundraising strategy and
assessment that satisfies the immediate and long-term needs of the organization.
The committee shall guide board-level fundraising tasks, shall coordinate with the
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financial work of other committees, and shall build relationships with ongoing and
potential financial supporters. All fundraising activities shall highlight the
scholarship, character, and attitude ideals of IEEE-Eta Kappa Nu and shall foster
a positive public image of the organization.

(i) COMPOSITION:. The Development Committee shall be composed of no
fewer than three (3) IEEE-HKN members including at least one (1) past president
of the Society.

(e) EXECUTIVE. The Executive Committee shall support the IEEE-HKN staff by being
an agile committee that can address day-to-day concerns between Board meetings and
act on behalf of the Board in case of an emergency.

(i) RESPONSIBILITIES:

1. The Executive Committee shall set a preliminary agenda for each Board
meeting prior to the meeting.

2. The Executive Committee may act with the powers of the Board in a
situation they determine to be an emergency with no other suitable option,
subject to notification to the Board within 24 hours of taking emergency
action. The action will only remain in effect until ratified by the Board at
the next Board meeting, unless: it is required to have occurred prior to a
deadline which has passed by the Board meeting, it involves reporting a
decision of the Board to an external entity of an irreversible nature, or
some other constraining situation as confirmed by a vote of the Board.

(i) COMPOSITION: The Executive Committee shall be composed of the
President, President-Elect, Past-President, Secretary, Treasurer, and Director. All
officers of the Society shall be voting members of this committee; the Director
shall serve without a vote.

(f) EINANCE. The Finance Committee develops and monitors the annual budget of IEEE
HKN and recommends long term spending & income strategies. The committee also
works with other committees of IEEE-HKN to provide financial guidance and review of
programs, products, services in development.

(i) RESPONSIBILITIES: The IEEE-HKN Finance Committee shall:

1. Create and monitor the annual budget of IEEE-HKN.

2. Propose and communicate long-term financial strategies and projects of
IEEE HKN expenses and revenue.

3. Review proposals at the request of the Board or the Director to project the
impact on spending and expenses, and provide feedback and
recommendations on the proposals in that context.

4. Report any significant changes IEEE-HKN Board meeting a summary of
committee activities.

5. Review the IEEE-HKN student and professional induction fees and
recommend to the Board any such modifications thereto.

(i) COMPOSITION: The Finance Committee shall consist of:

1. The IEEE-HKN Treasurer, Chair

2. The IEEE-HKN Director

3. |IEEE-HKN President

4. Atleast one (1) additional member of the Board

(g) CHAPTER AND RITUAL. The Chapter and Ritual Committee shall review, monitor,
and improve the experience of IEEE-HKN members from the time of their invitation
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onward. This responsibility shall include the maintenance and review of the IEEE HKN
Induction and other rituals, the chapter officer and chapter Installation Ceremony, officer
position description, chapter orientation materials, chapter leadership and advisor
handbook(s), chapter support materials, chapter governance processes, chapter
relationship agreements with their host department/campus, coordinated chapter

activities,

chapter reporting, evaluating prospective new chapters, managing the

prospective chapter application process, and the alumni experience.

(i) RESPONSIBILITIES:

1.

No

The committee will monitor and improve the experience of IEEE-HKN
members from the point of invitation forward. This includes:

a. Reviewing and recommending improvements to the eligibility and
induction requirements of the IEEE-HKN and supplemental
requirements imposed by chapters.

b. Reviewing and recommending improvements to chapter activity.

c. Reviewing the leadership structure requirements imposed on
chapters by the BoG and recommending improvements.

d. Reviewing the resources available to members and chapters and
recommending improvements.

e. The committee will develop and maintain a training program for
chapter leadership. This includes:

f. Regional training activities

g. Online training and resources

h. Other training opportunities in conjunction with IEEE-HKN and
other conferences.

The committee will develop, maintain, and execute processes to on-board
new and reactivated chapters, revitalize chapters, and mentor chapters.

The membership committee will support the IEEE-HKN Regional Governors
in their efforts to support the chapters within their geographic regions.

The committee will review and recommend changes to the IEEE-HKN
Induction and other Rituals and other essential documents, and present
recommendations for improvement to the IEEE-HKN Board of Governors for
consideration.

The committee will work to continually improve the quality of IEEE-HKN
Rituals, Ceremonies, and other chapter materials, resources, and programs.
To provide and promote the traditions and standards of IEEE-HKN.

The committee can, if desired, establish work groups and sub-committees to
encourage input, ideas, and participation from other groups, chapters, or
members of IEEE-HKN.

This committee will consider and nurture the traditions, symbolism and
standards of IEEE-HKN.

(i) COMPOSITION: The Chapter & Ritual committee is appointed by the
IEEE-HKN President, the chairs and members serve a one-year term, eligible for
multiple terms.

(h) NOMINATIONS AND APPOINTMENTS. The Nominations and Appointments
Committee is responsible for ensuring the selection of the most qualified candidates for
IEEE HKN leadership and service.

(i) RESPONSIBILITIES: The committee shall recruit and recommend candidates
for the Board in order to facilitate the election and selection of the most qualified
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candidates for society leadership and service, in support of the annual election to
the IEEE-Eta Kappa Nu Board of Governors and of board appointments to
standing and ad hoc committees. Potential volunteers shall reflect the
scholarship, character, and attitude ideals of IEEE-Eta Kappa Nu, shall meet
eligibility standards, and shall demonstrate appropriate qualifications.

(i) COMPOSITION: The Nominations and Appointments committee shall be
composed of the Past President, at least one member of the Board who will not
be a candidate for election during their year of service on the committee, and no
fewer than three (3) additional members of the Society.

(i) OPERATIONS. The Operations Steering Committee shall exist to oversee the
operations of the Board committees.

(i) RESPONSIBILITIES: The committee shall facilitate communication between
committee chairs, the Executive Committee, and staff, to ensure an appropriate
amount of visibility to allow members to help unblock projects and hold each
other accountable.

(i) COMPOSITION: The Chair of the committee shall be the Secretary of
IEEE-HKN. The chairs of the other committees shall each be members of this
committee.

() PUBLIC RELATIONS AND COMMUNICATIONS. The Public Relations &
Communications Committee (PR&C) serves as an advisory body to the Board. The
Committee shall create an annual and long term plan and strategy. Present to the Board
the detailed strategies, policies, goals and implement procedures for the promotion and
communication of HKN messaging, communications, website, social media, brochures,
promotions, signature events, collateral materials, trade shows display, and other
opportunities as they arise.

(i) RESPONSIBILITIES: The IEEE HKN PR & Communications Committee shall:

1. Develop and execute strategies related to our brand identity, website,
social media, and to promote the society across media platforms.

2. Provide leadership, develop and implement strategy, coordination and
oversight to public relations and communications of IEEE-HKN.

3. Author, edit, design, oversight of all of the communications of IEEE-HKN.

4. Establish goals and benchmarks to measure success and collect data on
the effectiveness of programs

5. Contribute content or seek out content and regular contributors to meet
the goals and plan established yearly and long term.

6. Report each month to the Operations Committee.

(i) COMPOSITION: The committee membership shall be appointed by the chair
of the committee in consultation with the IEEE-HKN President.

() STRATEGIC PLANNING. The IEEE HKN Strategic Planning Committee serves as an
advisory and oversight body to the IEEE-HKN Board. The Strategic Planning Committee
shall be responsible for developing strategic goals and policies for IEEE-HKN and shall
submit recommendations to the IEEE-HKN Board of Governors. The Committee shall
coordinate its activities with the Director of IEEE-HKN. The Committee shall develop and
maintain a written strategic plan.

(i) RESPONSIBILITIES: The IEEE-HKN Strategic Planning Committee shall:

1. Identify issues, including financial issues, of a long term nature that
encompass |IEEE-HKN broad goals for future years
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Develop a written IEEE-HKN Strategic Plan which will cover five years

Recommend to the IEEE-HKN Board of Governors specific strategic tasks

to other IEEE-HKN standing and ad-hoc Committees as appropriate,

recommend that the Committee(s) develop written implementation goals,

objectives and steps with schedules and milestones to execute to the

strategic tasks, and identify responsible volunteers for each strategic task.

4. Provide other or additional recommendations, as needed, to the
IEEE-HKN Board of Governors.

5. Monitor the performance of IEEE-HKN in achieving the goals, objectives
and steps of the Strategic Plan

6. In-year IEEE-HKN activities that have a strategic aspect but which were
not a part of the Strategic Plan shall be reported first to the Strategic
Planning Committee. The Committee will consider IEEE-HKN Board of
Governors business items during each meeting of the Board of Governors
and determine if they have a strategic aspect. The Committee will prepare
subsequent recommendations to the Board of Governors. Report at
year-end the status of the goals, objectives and steps of the IEEE-HKN
Strategic Plan Prepare an operational plan at the beginning of each year
on operational activities to support the IEEE-HKN Strategic Plan

7. Report each month to the Operations Committee.

(i) COMPOSITION: The voting members of the Strategic Planning Committee
shall be:

IEEE-HKN President

IEEE-HKN President Elect (Chair)

IEEE-HKN Past President

IEEE-HKN Treasurer

Student Representative (which could be but is not required to be a
Student Governor)

IEEE-HKN Director

Three (3) members appointed by the IEEE-HKN President from among
the current Board membership

w N

abronN=

No

(m) TELLERS. The Tellers Committee shall ensure the integrity of IEEE-HKN elections.

(i) RESPONSIBILITIES: The committee shall conduct the balloting process of
IEEE Eta Kappa Nu elections, determine valid ballots, provide an accurate ballot
count, and report results in accordance with the governing documents of IEEE
Eta Kappa Nu and IEEE. It shall meet at least once each election year to conduct
this task.

(i) COMPOSITION: The Tellers committee shall be composed of no more than
five members and no fewer than three members. Committee membership is
limited to past members of the Board. Membership on the committee precludes
members from being a candidate in any IEEE-HKN election during the term of
their service.

(n) ALUMNI. The Alumni Committee shall identify and provide for the needs of our HKN
members outside of their collegiate experience. This includes providing opportunities for
networking and engagement after graduation, creating best practices for alumni
engagement and alumni functions, and supporting the alumni experience at chapters.

(i) RESPONSIBILITIES:
1. Plan alumni activities
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2. Develop and support an alumni communication plan
3. Support alumni chapters as needed
4. Encourage Alumni connections supporting life long

(i) COMPOSITION: The committee membership shall be appointed by the chair
of the committee in consultation with the IEEE-HKN President.

(o) GRADUATE & PROFESSIONAL. The Graduate & Professional Committee shall
provide services and programs to encourage and support IEEE-HKN Graduate Students,
and to expand IEEE-HKN to those whose professional accomplishments and
commitment to the values of IEEE-HKN advance the mission and reputation of HKN
worldwide. The Graduate & Professional Committee consists of two Subcommittees -
Professional Member Committee and Graduate Student Committee

(i) Professional Member Sub-Committee Responsibilities:

1. Plan and host Professional Induction ceremonies

2. Review and recommend candidates for professional membership

3. Explore ways to expand IEEE-HKN in the global professional community
4. Define and administer the process for candidate nomination

(ii) Graduate Student Sub-Committee Responsibilities:

1. Review effectiveness of chapter support for graduate students
2. Provide support and direction to chapters on utilizing graduate students
3. Recommend path to support needs and transition for graduate students

(i) COMPOSITION: The subcommittee membership shall be appointed by the
chair of the committee in consultation with the IEEE-HKN President.

4. University Chapters

4.1 CREATION

The Board seeks to grow the society in a sustainable manner. Chapters may be formed
following the process detailed within this section. Questions pertaining to the creation of
University chapters should be directed to the Director or to the chair of the Chapters and Ritual
committee care of the Director.

(a) ELIGIBILITY: A University chapter may be established at a university that offers
undergraduate or graduate degree programs within any of the IEEE Technical Fields of
Interest. Such degree programs must be accredited by a Country or Regional
Accreditation program, such as the Accreditation Board for Engineering and Technology
(ABET) within the United States, or an accrediting body which is a signatory to one of the
International Accords, as designated in the IEEE-HKN Operations Manual

(b) PETITION: Students, faculty, and administrators associated with a program or
programs that meet the accreditation requirement in  4.1(a) and wish to petition the
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Board to form or re-activate a dormant University chapter may submit a petition to the
IEEE-HKN-BOG which includes:

(i) A list of no fewer than eight (8) undergraduate and / or graduate students who
are qualified for membership accompanied by a written endorsement on behalf of
the institution’s faculty attesting to the eligibility and merit of the candidates for
membership.

(i) Written endorsements for the formation of an IEEE-HKN chapter by officials
required by the educational institution (such as President, Chancellor, Dean, or
Department Head) in the petitioning university. At a minimum, endorsements
shall be provided by a Department Head which focuses on at least one of the
IEEE designated fields of interest and an academic Dean in the petitioning
university.

(iii) A letter from the endorsing Department Head (see 4.1.b.ii) nominating the
potential chapter’s inaugural faculty advisor. The Faculty Advisor shall normally
be a member of IEEE-HKN or inducted as part of the Installation, and serve as a
faculty member of the university in which the School Chapter is installed.

The manner and form of the petition will be determined by the Chapters and Ritual
Committee in consultation with the Director.

(c) REVIEW: Upon receipt of a complete petition, the Director and Chair of the
Chapters and Ritual committee will review its contents and may seek additional
information from the petitioners and others familiar with the petitioner’s institution. The
Chapters and Ritual committee will assess the petitioner’s eligibility as well as the
institution’s commitment to support a chapter in its evaluation. Upon a favorable vote of
the committee; the chair will forward the recommendation to the Board for approval.

The status of any complete petition shall be provided to the Board at each regularly
scheduled meeting of the Board.

(d) APPROVAL: The Board will consider recommendations from the Chapters and
Ritual Committee concerning the creation or re-activation of chapters. A simple majority
shall be required to approve or reject a petition. Motions to create a new chapter must
specify the chapter’s greek letter designation.

4.2 INSTALLATION

All chapters must be installed prior to operating. Following approval by the Board to install or
re-activate a chapter, the Director will coordinate with the petitioners as well as the chair of the
Chapters and Ritual Committee, and the President of the IEEE-HKN to facilitate the installation
and induction of the chapter’s founding members. Chapters will be identified by assigning the
chapter designation by direct alphabetical order of the Greek alphabet and will be permanently
assigned.

4.3 GOVERNANCE

(a) GOVERNING BODIES: University chapters shall be governed by the active
members of the chapter assembled in a business meeting and by the chapter officers
between chapter meetings. These two bodies shall control all matters and affairs
pertaining to the chapter as a whole subject to the policies and procedures adopted by
the Board.

(b) CHAPTER BUSINESS MEETINGS: Chapter business meetings must be held at least
twice each academic year to elect candidates to membership and to elect new officers.
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(c) VOTING MEMBERSHIP: The voting membership of a University Chapter shall
consist of its inducted undergraduate and graduate student IEEE-HKN members,
regardless of prior Chapter affiliation, as well as such alumni members who meet the
criteria of an active chapter member.

(d) ACT OF THE CHAPTER: The vote of a majority of the votes of the members present
and entitled to vote, at the time of the vote, provided a quorum is present, shall be the
act of the Chapter.

(e) QUORUM: A quorum for the transaction of Chapter business shall consist of at least
one-half of the total active members of the IEEE-HKN Chapter. Student members
pursuing a cooperative program or those that are off the campus on an industrial
assignment at the time of balloting shall not be counted in the active membership for the
purpose of determining a quorum. Chapters may provide a mechanism to allow
members to request self-exclusion from active membership due to public health
restrictions. This self-exclusion must be temporary and restore the prior active member
status no later than the end of the current academic term.

(f) OPERATIONS MANUAL: Each Chapter must have a Chapter Operations Manual, the
official governing document of the Chapter, and may be considered to be its constitution
and/or bylaws. A Chapter’s Operations Manual is subordinate to the IEEE-Eta Kappa Nu
Operations Manual and the IEEE-Eta Kappa Nu Process Manual and stipulates that the
chapter adheres to its university rules and regulations for student organizations. Anytime
a Chapter wishes to alter/update the manual, it must be submitted to the IEEE-HKN
Board of Governors for approval.

4.4 ACTIVE MEMBERSHIP

A University chapter’s active membership shall consist of the enrolled undergraduate and
graduate student members inducted into the society as well as such alumni who have indicated
their desire to assume the responsibilities of active membership and who have been formally
admitted to active membership by the chapter; pursuant to such requirements for alumni active
membership specified in the chapter’s operations manual.

4.5 OFFICERS

(a) REQUIRED OFFICERS & DUTIES: Chapters are required to maintain a minimum of
five (5) officers. The responsibilities of each officer are detailed below. Chapters may
re-assign responsibilities between their officers subject to the approval of the Board.

(i) PRESIDENT. The Chapter President shall:

1. Supervise the affairs of the Chapter;

2. Preside at all meetings of the Chapter and shall call special meetings of
the Chapter at the request of not less than five members or whenever
deemed necessary;

3. Develop goals with the chapter advisor(s) and fellow officers;
4. Secure the list of students who are academically eligible for membership;
5. Identify members of the faculty who are not yet members of the Society

and propose their induction to the Chapter;
6. Notify successful candidates of their election to membership;
7. Ensure that the chapter is properly reporting its activity to IEEE-HKN HQ;
8. Serve as the champion of the chapter and represent its interests to the
Department, College, and IEEE-HKN.



(i) VICE PRESIDENT. The Vice President shall:

1. Assume the President’s duties in the absence of the President;

2. Succeed to the office of President should a vacancy occur;

3. Coordinate the Chapter’s election and induction of new members
process;

4. Assist the President in developing and implementing plans for their term
in office;

5. Be responsible for programming at chapter meetings including securing
speakers and seeing to the arrangement for meetings are in place;

6. Prepare all candidates for induction into the Society;

7. Perform any other duties delegated to him/her by the president.

(i) TREASURER. The Treasurer shall prepare the annual budget, collect all
dues, and be responsible for all Chapter funds which shall be paid out only upon
order of the Chapter with the signatures of the President and the Recording
Secretary or in accordance with the official policies of the university wherein the
Chapter is established.

(iv) RECORDING SECRETARY. The Recording Secretary shall keep a record of
all meetings of the Chapter and shall issue notices of all special meetings of the
Chapter.

(v) CORRESPONDING SECRETARY. The Corresponding Secretary shall be
responsible for all correspondence of the Chapter and for the submissions to
THE BRIDGE magazine, except correspondence related to the office of the
Treasurer

(b) DUAL OFFICEHOLDERS: With the exception of the offices of President and Vice
President, at most two of the offices listed in Section IV.6.a may be combined and held
by a single member.

(c) ADDITIONAL OFFICERS: School Chapters may establish additional officer positions
in their Operations and/or Procedure Manuals by naming and defining duties for each
position.

(d) OFFICER ELECTION: School Chapters shall define the duration and term start of
each officer position in their Operations and/or Procedure Manuals. Term length shall not
exceed 1 calendar year without approval of the Board.

(e) ELIGIBILITY TO SERVE: School Chapter officers must be IEEE members during
their term of office. A university Chapter officer must be an inducted active member of
the society and an enrolled student at the Chapter’s institution during the entire term of
office, though they do not need to be at the time of election if held during the prior
academic term. Active alumni members may serve as chapter officers so long as they
retain active status as defined herein and in the chapter’s governing documents.

(f) ADVISORS:

(i) EACULTY ADVISORS. School Chapters shall establish a procedure for
soliciting interest from the faculty to agree to be a candidate to serve as a chapter
advisor. Chapters must maintain a minimum of one faculty advisor and are
encouraged to recruit and engage multiple faculty advisors.

(i) INTERIM FACULTY ADVISORS. In exceptional cases, and with the written
permission of the President of IEEE-HKN, an interim advisor may be appointed
who is not a member of IEEE-HKN. The tenure of an interim advisor shall not
exceed two (2) years during which it is expected that he or she shall be inducted
into IEEE HKN.




(iii) ADDITIONAL ADVISORS. School Chapters may elect inducted members of
the society to serve as additional chapter advisors.

4.6 FACULTY ADVISOR

(a) OVERVIEW: The IEEE-Eta Kappa Nu (IEEE-HKN) Faculty Advisor is the vital link
between the university chapter, the Department leadership and faculty, and the
IEEE-HKN Headquarters and Board of Governors — with the challenge of reflecting the
best interests of all three of those parties in the guidance and counseling of the
university chapter and its officers. The success of the university chapter in its activities
and of individual members in their leadership and professional development is
dependent on an active Faculty Advisor. An effective Advisor must be involved enough
to maintain the long term health of the organization and to facilitate appropriate chapter
activities, while encouraging the chapter officers to truly make their own decisions and to
see the resulting successes or failures. Also, this role provides valuable learning,
challenging, and valuable leadership experience that lay a strong foundation for
leadership advancement for ones’ academic or professional career.

(b) RESPONSIBILITIES: The Faculty Advisor Shall:

(i) The Faculty Advisor is primarily responsible for chapter performance by
inspiring, guiding, and holding accountable the student officers in the
development and implementation of activiies most suitable for the local
environment.

(ii) The Faculty Advisor should keep the department head and the Director of
IEEE Eta Kappa Nu informed about the state of affairs of the chapter and of its
achievements

(iii) The Faculty Advisor shall ensure that all members follow and maintain the
high values of IEEE-Eta Kappa Nu.

(iv) Provides advice and counsel to the chapter president.
(v) Supports the officers in the accomplishment of their assigned tasks
(vi) Serves as a liaison among the chapter, the department, and the international
Society
(c) QUALIFICATIONS: The Faculty Advisor shall have the following qualifications:
(i) A strong desire to help students;
(if) Honesty, integrity and adherence to high ethical standards;
(ill) Desire to support the mission of IEEE-HKN;

(Iv) Excellent leadership skills including the ability to motivate others; negotiate
compromise and resolve differences; maintain positive working relationships and
capability to set direction for the chapter;

(v) Ability to dedicate service to the IEEE-HKN while maintaining balance with
professional and personal life;

(vi) Ability to handle sensitive and confidential information;
(vii) Excellent communication skills;

(viii) Ability to meet deadlines and to respond to communications in a timely
fashion.
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4.7 ADDITIONAL ADVISORS - GENERAL

(a) OVERVIEW: University chapters are encouraged to recruit experienced graduate
students, alumni, and faculty to serve as advisors to the chapter. Such advisors augment
the Faculty Advisor and, with mutual agreement, may share the duties of the Faculty
Advisor. In addition, advisors serve as conduits between IEEE-HKN Headquarters, the
Board of Governors, the chapter, and their specific real world knowledge. Advisors may
serve to advise the chapter on a specific program or broadly. The success of the
university chapter in its activities and of individual members in their leadership and
professional development is dependent on active and thoughtful advisors. An effective
Advisor must be involved enough to maintain the long-term health of the organization
and to facilitate appropriate chapter activities, while encouraging the chapter officers to
truly make their own decisions and to see the resulting successes or failures. Also, this
role provides valuable learning, challenging, and valuable leadership experience that lay
a strong foundation for leadership advancement for ones’ academic or professional
career.

(b) RESPONSIBILITIES: Additional advisors shall:

(i) Aid the Chapter by providing subject matter expertise; such as industry,
university, government;

(i) Inspiring, guiding, and holding accountable the chapter officers in the
development and implementation of activities most suitable for the local
environment;

(iii) Ensure that all members follow and maintain the high values of IEEE-Eta
Kappa Nu;

(iv) Provides advice and counsel to the Chapter officers, fellow advisors, active
members, and candidates for induction as appropriate;
(v) Supports the officers in the accomplishment of their goals and objectives;

(vi) Serves as a liaison among the chapter, the department, and the international
society.
(c) QUALIFICATIONS: Chapter Advisors shall have the following qualifications:
(i) A strong desire to help students;
(i) Honesty, integrity and adherence to high ethical standards;
(iii) Desire to support the mission of IEEE-HKN;

(iv) Excellent leadership skills including the ability to motivate others; negotiate
compromise and resolve differences; maintain positive working relationships and
capability to set direction for the chapter;

(v) Ability to dedicate service to the IEEE-HKN while maintaining balance with
professional and personal life;

(vi) Ability to handle sensitive and confidential information;
(vii) Excellent communication skills;

(viii) Ability to meet deadlines and to respond to communications in a timely
fashion.

4.8 MEETINGS

(a) FREQUENCY: School Chapters shall meet at least twice per major academic term or
twice per calendar year, whichever is greater.



(b) FORM: The form of chapter meetings shall follow Roberts Rules of Order unless
otherwise specified within this manual or in the chapter’s approved operations manual.

4.9 PUBLICATIONS

School Chapters are authorized and encouraged to produce newsletters and other publications
using the name “IEEE-HKN” and “HKN”. Such publications shall be submitted to the Board as
an Activity Report (See current information on IEEE-HKN website).

4.10 REPORTING

University Chapters shall submit timely reports as directed by the Board and the Chapters and
Ritual Committee (See latest information on IEEE-HKN website.).

(i) Chapter Annual Report is required to be submitted by 31 July each year.

(ii) All chapters are required to submit an activity report electronically within fourteen
(14) days of every meeting, activity, and event.

4.11 STATUS

Installed IEEE-HKN University chapters shall be assigned a status classification.

(a) ACTIVE: University chapters will have:

(i) INDUCTION: Conducted an induction ceremony and submitted the list of
individuals and required dues for its new inductees

(i) INDUCTION FREQUENCY: Hosted one or more inductions per calendar year
but no fewer than one induction in the last two years.

(iii) ANNUAL REPORT: Submitted an annual report in accordance with the stated
deadlines.

(iv) ELECTION OF OFFICERS: Elected a set of chapter officers and reported
them within published deadlines.

(v) GOOD CONDUCT: Not been deemed by a two-thirds vote of the Board to
have conducted itself in a manner inconsistent with the standards of conduct
outlined in the qualifications for induction.

(b) INACTIVE. University chapters failing to meet one or more requirements listed in
Section 4.11.a shall be considered inactive. Chapters may be reactivated after
remediating missed reports or deadlines.

(i) REACTIVATION: An IEEE-HKN university Chapter shall be restored to active
status upon meeting each requirement listed in Section 4.11.a. Inactive chapters
may conduct an induction ceremony only if such ceremony is required to restore
it to active status.

(i) RITUAL: Should an inactive chapter contain no inducted members of the
Society, the Chapters and Ritual Committee shall host an induction ceremony for
the chapter.

(i) GOVERNANCE: Inactive IEEE-HKN university chapters may not vote in
ballot measures and shall not count towards the total number of voting
IEEE-HKN chapters.
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(c) DORMANT. University chapters that are classified as Inactive for a continuous period
of five (5) years.

(i) REACTIVATION: A dormant chapter may be reactivated after submitting a
signed letter of endorsement, expressing the university department’s commitment
to support and assist the revival of HKN Chapter operations.

(i) RITUAL: Should the host university contain no inducted members of the
Society, the Chapters and Ritual Committee shall host an induction ceremony for
the reactivating chapter.

(iii) GOVERNANCE: Dormant chapters may not vote in ballot measures and shall
not count towards the total number of voting IEEE-HKN chapters.

(d) CLOSED. University chapters shall be considered closed if:

(i) The host institution dissolves the host department(s) and no suitable
replacement exists to serve as host to the chapter.

(ii) The host institution closes.
(iii) The Board votes by a two-thirds majority to withdraw the charter

(iv) Chapters that have had their charter withdrawn by the Board shall be listed
on the HKN website for historical purposes. Closed chapters may be reactivated
upon a majority vote of the Board following submission that the causes of the
closure are no longer present.

5. Alumni Chapters

5.1 CREATION

The Board seeks to grow the society in a sustainable manner. Chapters may be formed
following the process detailed within this section. Questions pertaining to the creation of
university chapters should be directed to the Director or to the chair of the Chapters and Ritual
committee care of the Director. Alumni chapters must have an identifiable geographic or
corporate constituency.

5.2 REQUIRED OFFICERS & DUTIES

Officers of an Alumni Chapter shall be the President, Vice President, Secretary, and Treasurer.
The default responsibilities for each of these officers is listed below. Alumni chapters may
combine any two of these positions, with the exception of the President and Vice President and
may create additional officer positions within their operations manuals.

(a) PRESIDENT: The Alumni Chapter President shall supervise the affairs of the
Chapter. The President shall preside at all meetings of the Chapter and shall call special
meetings of the Chapter at the request of not less than five members or whenever
deemed necessary. The Chapter President shall represent the chapter within IEEE-HKN
and externally.

(b) VICE PRESIDENT: The Vice President shall, in the absence of the President,
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assume the President’s duties. The Vice President shall succeed to the office of
President should a vacancy occur. The Vice President shall coordinate the chapter’s
operations and shall serve as its chief operations officer.

(c) TREASURER: The Treasurer shall prepare the annual budget, collect all dues, and
be responsible for all Chapter funds in accordance with the policies of the IEEE-HKN.

(d) SECRETARY: The Secretary shall keep a record of all meetings of the Chapter and
shall issue notices of all special meetings of the Chapter. The Secretary shall be
responsible for all correspondence of the Chapter.

5.3 OFFICER ELECTION

Alumni Chapters shall define the duration and term start of each officer position in their
Operations and/or Procedure Manuals. Term length shall not exceed 2 years without approval of
the Board.

5.4 MEETINGS
Alumni Chapters shall meet at least twice per calendar year.
5.5 PUBLICATIONS

Alumni chapters are authorized and encouraged to produce newsletters and other publications
using the name “IEEE-HKN” and “HKN”.

5.6 REPORTING

Alumni Chapters shall submit timely reports as directed by the Board and the Chapters and
Ritual committee

5.7 ACTIVE MEMBERSHIP

An Alumni Chapter’s active membership shall consist of the inducted members of IEEE-HKN
affiliated with the chapter’s defined constituency who have indicated their desire to assume the
responsibilities of active membership and who have been formally admitted to active
membership by the chapter; pursuant to such requirements specified in the chapter’s operations
manual.

5.8 POWERS AND DUTIES
Active Alumni Chapters shall:

(a) Strive to promote community within their defined geographic or other constituency
(b) Induct professional members within their defined constituency
(c) Induct professional members within their defined constituency

5.9 INACTIVE CHAPTERS

An |IEEE-HKN Alumni Chapter shall be classified as inactive under any of the following
conditions and shall become active after removing all the following conditions:
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(a) The chapter has not submitted its annual report in accordance with stated deadlines.

(b) The chapter has not submitted its updated contact and officer information in
accordance with stated deadlines.

(c) The chapter membership falls below 5 members.

(d) The chapter has been deemed by two-thirds vote of the Board to have conducted
itself in a manner inconsistent with the qualifications for membership.

6. Staff

6.1 DIRECTOR

IEEE-HKN will be managed on a day-to-day basis by a single director. The director will be a
full-time IEEE employee and will be responsible to the Board for programmatic implementation.

6.2 ADDITIONAL STAFF

Upon the recommendation of the Director, the Board may allocate funds to provide for additional
staff employees. Staff members will be employees of the IEEE and will report to the Director.

6.3 RESPONSIBILITIES

The Director and additional staff members, if any, shall be responsible for the day-to-day
operation of the IEEE-HKN including but not limited to:

(a) INDUCTION PROCESSING: The IEEE-HKN Director, or her designee, shall promptly
process chapters’ induction submissions.

(b) MANAGING EDITOR OF THE BRIDGE MAGAZINE: The IEEE-HKN Director, or her
designee, shall serve as the managing editor of the BRIDGE Magazine and shall be
responsible for the timely publication of the BRIDGE in coordination with the Editorial
Board of the BRIDGE Magazine.

(c) MAJOR EVENTS: The IEEE-Director, or designee, shall be responsible for the
planning and execution of the Society’s major events including the annual Student
Leadership Conference and other annual events subject to input and direction from the
Conference Committee.

(d) AMBASSADORSHIP: The IEEE-HKN Director shall serve as an ambassador of
IEEE-HKN to the IEEE staff. The Director may delegate ambassadorial responsibilities to
additional members of her staff as she deems appropriate.
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7. Finance

7.1 BUDGET REQUIREMENTS
(a) HKN: The Board will propose a budget for discretionary expenditures

(b) UNIVERSITY CHAPTERS: University chapters will approve an annual or academic
term based budget by a date specified in their individual operations manuals. Such
budgets should clearly state the chapter’s anticipated expenditures as well as estimates
of the chapter’s various revenue including local induction fees, corporate sponsorships,
and departmental sponsorships.

(c) ALUMNI CHAPTERS: Alumni chapters will approve an annual budget for each
calendar year prior to 1 January each year.

7.2 INDUCTION FEES

(a) STUDENTS: All undergraduate and graduate students inducted into IEEE-HKN shall
pay a one-time induction fee shall be set by the IEEE-HKN Board of Governors and
collected in addition to the cost of a single-year IEEE student membership. These fees
will be collected by their Chapter and submitted along with a report of induction.

(b) PROFESSIONALS: All professionals inducted into IEEE-HKN shall pay a one time
induction fee set by the IEEE-HKN Board of Governors and must be an active IEEE
member at the time of their induction; IEEE membership fees are the responsibility of the
professional nominee.

8. Publications

8.1 THE BRIDGE

IEEE-HKN shall maintain an official publication which shall be called THE BRIDGE.

(a) PUBLICATION SCHEDULE: The publication schedule shall be determined by the
Board and has been set to be:

(i) February
(i) May
(iii) October

(b) DISTRIBUTION: Upon publication, THE BRIDGE will be sent, in electronic form, to all
inducted members of the Society.

(c) ADDITIONAL DISTRIBUTION: The BRIDGE will be available as are other IEEE
publications to members, nonmembers, and packaged periodicals.

8.2 WEBSITE

IEEE-HKN shall maintain an active and updated website which shall be accessible through the



URL: hkn.org, and will include chapter information and chapter support, as well as
communications on IEEE-HKN programs, conferences, and publications.

8.3 OFFICIAL ACTIONS OF THE BOARD

(a) MINUTES: The IEEE-HKN-BOG shall maintain the open-session minutes of all Board
meetings. These minutes shall include all motions and vote results.

(b) ELECTIONS: The Board shall publish the results of all elections and votes for which
the chapters cast ballots. These records shall be accessible through the IEEE-HKN
website immediately after the vote results are announced. Electronic ballots must be
retained in a standards-compliant electronic format for 1 year following the election
outcome. Ballots must be retained for 1 year following the conclusion of the election.

9. Awards and Scholarships

9.1 NOMINATION ELIGIBILITY - GENERAL

IEEE Policy 4.4(h)restricts all award nominations within the Institute, inclusive of the awards
listed herein, to prohibit the members of the Board, the Awards Committee, and the specific
award sub-committee from nominating individuals to receive the award.

9.2 IEEE-HKN ASAD M. MADNI OUTSTANDING TECHNICAL ACHIEVEMENT AND
EXCELLENCE AWARD

(a) BACKGROUND: The Board of Governors of IEEE-Eta Kappa Nu seeks to recognize
and honor the nearly 50 years of technical and philanthropic accomplishments, and
visionary leadership of Dr. Asad M. Madni, the Award will be presented annually to a
practitioner in the IEEE technical fields of interest who has distinguished himself or
herself through an invention, development, discovery or innovation that has had
worldwide impact.

(b) PURPOSE: Awarded to an individual who has distinguished him or herself with a
career of meritorious achievement and innovation in electrical or computer sciences,
engineering or technology. In the evaluation process, criteria considered are: leadership,
innovation, individual contributions, originality, breadth, patents/publications, other
achievements, honors, duration of dominance, and quality of nomination.

(c) NOMINATION: All IEEE-HKN members and chapters are encouraged to submit a
nomination for the Outstanding Technical Achievement and Excellence Award.

(d) DEADLINE: First Monday after 30 April of each year, annually

(e) PRESENTATION: This award is presented annually to a practitioner in the IEEE
technical fields of interest who has distinguished himself or herself through an invention,
development, discovery or innovation that has had worldwide impact.

9.3 OUTSTANDING CHAPTER AWARD

(a) BACKGROUND: The IEEE-HKN Board of Governors created the OCA to recognize
excellence in chapter administration and programs. The award was changed recently so
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that all chapters, large or small, judged to have exemplary programs, have a chance of
being selected. Given the standard of scholarship and the qualities of leadership that
characterize its members, each chapter holds great potential. Because of the excellence
of the chapters that have earned an OCA in the past, the award is traditionally a mark of
distinction.

(b) PURPOSE: The Outstanding Chapter Award (OCA) recognizes excellence in IEEE
HKN chapters for their activities. The award is based on the content and description of
chapter activities that are contained in the Annual Chapter Report and all submitted
chapter activity reports for the award year.

(c) AWARD YEAR: The Outstanding Chapter Award year runs from July 1 through July
31 of the following year.

(d) PRESENTATION: This award is presented during the Annual Meeting of the
Electrical and Computer Engineering Department Heads Association (ECEDHA), held in
March each year. Each recipient chapter receives an engraved plaque.

(e) ELIGIBILITY: For the purposes of this award, emphasis is placed on service activities
to the department, university, community, and chapter. Equally important is promoting the
goals of IEEE-HKN by inducting as many eligible undergraduate students, graduate
students, and faculty in the IEEE designated technical fields of interest as possible, and
by participating in IEEE-HKN student chapter projects. Chapters are required to submit
their Annual report by June 30th in order to be considered.

(f) CRITERIA: The Outstanding Chapter Awards Committee utilizes criteria in deciding
winning chapter reports, such as service activities that:

i) Improve professional development

ii) Raise instructional and institutional standards

iii) Encourage scholarship and creativity

~ o~~~

iv) Provide a public service
(v) Further the established goals of IEEE-HKN

(g) SELECTION PROCESS: Chapters are judged based on:

(i) ACTIVITY HOURS PER MEMBER: A useful metric for gauging activity level is
the average number of activity hours per member. It is obtained by adding up the
number of people-hours expended for each activity and dividing that total by the
average number of members in the chapter for the year. These average activity
levels can be compared to previous recipients of the OCA and judged
accordingly.

(i) INDUCTING ELIGIBLE STUDENTS AND FACULTY IN IEEE-DESIGNATED
TECHNICAL FIELDS OF INTEREST: Not all students invited to join IEEE-HKN
do so. Significant weight will be given to chapters with an above-average rate of
inducting undergraduate students, graduate students, and faculty members.

(i) BREADTH AND DEPTH OF CHAPTER PROGRAMS: In addition to the
above, the quality of each service activity (to the department, university,
community and chapter) is taken into consideration. In bestowing an award, the
standing committee attaches less importance to the number of a chapter’s
activities than to their nature and quality. Of critical concern to the committee in
judging a chapter are activities to improve professional development, to raise
instructional and institutional standards, to encourage scholarship and creativity,
to provide a public service, and generally to further the established goals of
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IEEE-HKN.

(iv) APPLICATION DEADLINE: All applications must be received by 30 June of
each year. Material received after that date will not be considered.

9.4 ALTON B. ZERBY AND CARL T. KOERNER OUTSTANDING STUDENT AWARD

(a) PURPOSE: The objectives that IEEE-HKN hopes to achieve through this award
program are:

(i) Annually honor the most outstanding students in the IEEE-HKN designated
fields of interest by publicizing and bringing attention to the excellence and
achievements of these balanced people about to enter the profession

(ii) Instill a sense of pride in IEEE-HKN members
(iii) Publicize the students’ university
(iv) Recognize the nominating chapter

(b) ELIGIBILITY: The outstanding student may be described as “outstanding by virtue of
scholastic excellence and high moral character, coupled with demonstrated exemplary
contributions to classmates, university, and community.”

(c) NOMINATION: The nomination of an individual shall only be by an undergraduate
IEEE-HKN chapter, and only one nomination per year by that chapter will be allowed.
The nominee must be a full-time student in his or her senior year receiving his or her first
undergraduate degree in that academic year (1 July through 30 June). The nominee
must be a member of IEEE-HKN or attend the chapter’s university. However, the
nominee must be enrolled at a university with an accredited curriculum in electrical or
computer engineering. The nomination must be made using the OSA Nomination Form
and must include:

(i) RESUME: The nominee’s resume should be included with the completed form
along with a recent portrait-style photo.

(i) CHAPTER AND DEPARTMENT APPROVAL: The nominating chapter’s
president (or vice president if the nominee is the president) and faculty advisor,
as well as the department head of the nominating chapter’s university, must
approve the nomination.

(iii) CLASS STANDING: The nominee’s ranking or percentile position within his or
her class must also be included (as universities grade inconsistently). If this
information is not available to the chapter’s officers, then the faculty advisor or
department head should include this data in his or her private letter of
recommendation to the award committee.

(iv) TRANSCRIPT: A current transcript is also required (uncertified is
acceptable).

(v) LETTERS OF RECOMMENDATION: Two letters of recommendation (three
maximum), giving reasons why the authors consider the nominee to be an
outstanding student, may be submitted. Suggested references include:

1. President or chancellor of the university

2. Dean of the engineering school

3. Department head

4. Faculty advisor

(d) APPLICATION DEADLINE: All applications must be received by 30 June of each
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year. Material received after that date will not be considered.

(e) SUBMISSION OF LETTERS OF RECOMMENDATION: The required letters of
recommendation may be mailed directly to the Award Committee by the authors or
attached to the nomination package. The mailing address for the Outstanding Student
Award Committee is:

Eta Kappa Nu Outstanding Student Award Chair
John DeGraw

26492 Aveinida Veronica

Mission Viejo, CA 92691 USA

The corresponding phone number is: +1 714 606 6722
(f) SELECTION PROCESS:

(i) PRE-SCREENING: The OSA award committee will screen each nomination
and will select approximately ten candidates for consideration by a Jury of Award
comprising several prominent electrical engineers representing both industry and
academia.

(i) NOTIFICATION: All those submitting a Nomination Form will be notified of
their nominee’s status by the committee chair immediately following the
committee’s screening process.

(i) JURY OF AWARD REVIEW: The candidates’ nomination dossiers and letters
of recommendation will then be submitted to the Jury of Award for their
independent and individual consideration. The award committee tabulates the
jury’s rank order ballots. In addition to a winner, one or more honorable mentions
may be selected with no relative rank indicated.

(iv) AWARD: Those not selected by the Jury as the winner or an honorable
mention will be declared finalists with no relative rank indicated. The winner,
honorable mentions, and finalists will be named in the Awards Program. The
names of those on the Jury of Award remain confidential until the selection
process is completed but will also be named in the Awards Program.

9.5 DISTINGUISHED SERVICE AWARD

(a) PURPOSE: The Distinguished Service Award was initiated in 1971 to recognize
those members who have devoted years of service to Eta Kappa Nu resulting in
significant benefits to all of the society’s members. The award is based on lifetime
contributions to Eta Kappa Nu (or IEEE-HKN) and is limited to one recipient each year.

(b) INSPIRATION: The inspiration for this Award dates back to 1939 when Maurice Carr,
the founder of HKN, wrote, “Eta Kappa Nu grew because there always have been many
members who were willing and eager to serve it loyally and unselfishly. | would like to
see some form of recognition conferred upon members who have rendered such service
to HKN.”

(c) ELIGIBILITY: Candidates for the IEEE-HKN Distinguished Service Award must be
current IEEE-HKN Members who are also past members of the Board, or current or past
members of IEEE-HKN committees, but not current voting members of the IEEE-HKN
Awards & Recognition Committee.

(d) AWARD: The award consists of a matted and framed certificate.

30



9.6 OUTSTANDING YOUNG PROFESSIONAL AWARD

(a) BACKGROUND: The Outstanding Young Professional (OYP) Award (formerly the
Outstanding Young Electrical Engineer (OYEE) Award) has been presented annually
since 1936. It is presented to exceptional young engineers who have demonstrated
significant accomplishments in their career. Many recipients of this award have gone on
to make major contributions to the electrical and computer engineering fields and hold
noteworthy positions in academia, industry, and government.

(b) PURPOSE: This award shall be given annually to a young professional for
meritorious service in the interests of humankind as evidenced by his or her past record
and future promise, as well as for outstanding achievements in his or her chosen
profession. The description of the character of the contributions for which this recognition
may be awarded should be liberally construed by the nominators.

(c) PRESENTATION: This award is presented during the annual IEEE Educational
Activities Board Award Ceremony, held in November each year.

(d) ELIGIBILITY: A candidate for recognition as an Outstanding Young Professional must
adhere to the following:

(i) The candidate must be a graduate from an approved program from which a
B.S., B.E., M.S., M.E., or Ph.D. (or equivalent degree) in electrical or computer
engineering, or IEEE-designated field of interest, has been granted.

(ii) Be an inducted member of IEEE-HKN

(iii) The candidate’s engineering (or equivalent) degree in any of the
IEEE-designated fields of interest must have been earned from a recognized
regional or professional accrediting agency.

(iv) The candidate must not yet have reached his or her 35th birthday on 1 May
of the year for which the award is granted.

(v) Achievement may be in any field, including industry, education, or
government. It may involve research, development, or manufacturing. It might
also involve management or marketing. In making selections of candidates, their
achievements will be examined for an application of basic engineering methods
or principles.

(e) NOMINATION: Nominations shall be made via the official nomination form on the
IEEE-HKN Awards portal. The following may make nominations:

(i) Any member, or group of members, of IEEE-HKN
(i) Any duly constituted unit of the IEEE

(iii) The head or chair of the electrical or computer engineering department, or
department of any IEEE-designated field of interest, from any recognized
regional or professional accrediting agency

(iv) Any other individuals, or groups of individuals, who in the opinion of the IEEE
HKN Award Committee are properly qualified to make nominations

(f) SELECTION PROCESS: Announcement of the Outstanding Young Professional
honorable mentions, and finalists chosen from among the nominees by the Jury of
Award will be made following the completion of a careful survey of all of the candidates’
credentials. The jury also reserves the right to make no selections when, in their opinion,
no candidates with the necessary qualifications are presented. The candidate selected
will receive appropriate designations by IEEE-HKN as the Outstanding Young
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Professional.

(g) REFERENCES: The nominator is responsible for providing a minimum of three, and
a maximum of five, persons to serve as references for this award.

(h) DEADLINE: First Monday after 30 April of each year, annually

(i) AWARD: The award consists of a matted and framed certificate.

9.7 C. HOLMES MACDONALD OUTSTANDING TEACHING AWARD

(a) PURPOSE: The award is intended to recognize the central and crucial role of
university professors in training and motivating future electrical, computer and allied field
student engineers. The program attempts to identify and give international recognition to
electrical, computer and allied field engineering professors who have demonstrated,
early in their careers, special dedication and creativity in their teaching responsibilities.
Thus it is, in part, a counterbalance to the significant pressure for research and
publication performance on young professors, and a re-affirmation of the basic and
essential needs of excellence in teaching.

(b) ELIGIBILITY: All teaching members of the faculty at academic institutions with an
active university chapter are eligible for nomination to receive this award.

(c) NOMINATION: Nomination is restricted to the membership of IEEE-HKN and all
submissions must be sent electronically through the IEEE-HKN Awards portal.

(d) REFERENCES: The nominator is responsible for providing a minimum of three, and
a maximum of five, persons to serve as references for this award. At least two
references must be submitted by IEEE-HKN members.

(e) DEADLINE: Applications are due by First Monday after 30 April of each year,
annually.

(f) AWARD: The award consists of a matted and framed certificate.

(g) AWARD RECIPIENTS: Each chapter of IEEE-HKN is encouraged to recognize an
outstanding teacher each academic year and submit this individual as the chapter’s
nominee to the Outstanding Teaching Award committee.

9.8 IEEE-HKN FRANK AND SHELLY CHANG STUDENT SCHOLARSHIP

(a) FREQUENCY: This award is offered annually. B. Scholarship Description
Established in 2024, IEEE-HKN Frank and Shelly Chang Student Scholarship is named
in recognition of Mauchung Frank and Linfong Shelly Chang. The scholarship is awarded
to an undergraduate student or graduate student pursuing a degree in the fields
represented by IEEE-Eta Kappa Nu (IEEE-HKN) from an active IEEE-HKN Chapter from
Region 10 for outstanding scholarship, character and attitude. The award carries a
stipend of USD 1,000 for school expenses (tuition, books, student fees).

(b) ELIGIBILITY: To be eligible, applicants must be an inducted member of
IEEE-HKN, enrolled as a full-time undergraduate or graduate student (per the guidelines
of the full-time program in which the student will be enrolled), in electrical engineering or
related fields at an accredited university or college in Region 10. |IEEE-HKN chapters in
Region 10 may nominate a candidate for this award. Selfnominations are accepted.
Additionally, nominations may come from any member, or group of members of
IEEE-HKN, any duly constituted unit of the IEEE, the head or chair of the electrical or
computer engineering department or any department of any IEEE-designated field of



interest, and any other individuals, groups of individuals, who are properly qualified to
make nominations.

(c) REFERENCES: In addition to the application, a minimum of two (2) and
maximum of five (5) letters of recommendation, a transcript (unofficial is acceptable) a
photo and an essay of 1000-1500 words shall be submitted.

(d) RECIPIENTS: The recipient of this award may hold or receive other scholarships
for the same academic year. Earnings for work that is directly related to graduate study
are also allowed. This scholarship may be supplemented by the graduate institution with
other scholarships, assistantships, or tuition scholarship support in accordance with their
internal guidelines for total support.

9.9 IEEE-HKN FRANK AND SHELLY CHANG YOUNG SCHOLAR AWARD
(a) FREQUENCY: This award is offered annually.

(b) DESCRIPTION: Established in 2024, the IEEE-HKN Frank and Shelly Chang
Young Scholar Award is named in recognition of Mauchung Frank and Linfong Shelly
Chang. The Young Scholar Award will be awarded, on an annual basis, to a qualified
early career professional working in the first fifteen years post-graduation. The scholar
must be working in IEEE Region 10 within IEEE fields of interest. The award is
presented to a scholar who has contributed eminently to scientific discovery and/or
technology development for advancing the state-of-the-art in relevant fields of electrical
engineering, computer science and other applied sciences. The award carries a prize of
USD 2,000.

(c) ELIGIBILITY: To be eligible, candidates must be a current IEEE member or an
inducted IEEEHKN member. The young scholar will have demonstrated innovative
scientific and engineering achievements, leadership and entrepreneurial characteristics,
and dedication to improving society through their work affiliated with a university or
research institution within IEEE Region 10.

(d) NOMINATORS: IEEE-HKN chapters in IEEE Region 10 may nominate a
candidate for this award. Self-nominations are not accepted. Additionally, nominations
may come from any member, or group of members of IEEE or IEEE-HKN, any duly
constituted unit of the IEEE, the head or chair of the electrical or computer engineering
department or any department of any IEEE-designated field of interest, and any other
individuals, groups of individuals, who are properly qualified to make nominations.

(e) REFERENCES: The nominator is responsible for providing a two-page
description of the candidate's work, three persons to serve as references from faculty,
employer, or peers, such as a colleague or researcher in a relevant field of interest.

10. Recognitions

10.1 KEY CHAPTER

The key chapter recognition was established by IEEE-HKN Board of Governors to recognize the
IEEE-HKN University chapters that actively strive to promote the values and mission of the
society. All active chapters are eligible to receive this recognition, which is awarded annually.



(a) REQUIREMENTS: To be eligible for Key Chapter status, a Chapter must
complete all of the CORE ESSENTIALS, at least 4 of the CHAPTER ENGAGEMENT,
and at least 3 of the OUTREACH events.

(i) CORE ESSENTIAL REQUIREMENTS

1.
2.
3
4.

5.

Submit an Annual Chapter report on or by 7 October

Submit an Induction Report (At least one per academic year)

Submit an Officer Report following the election of new officers (At least
one per academic year)

Create or Update Chapter Page on HKN.org once per calendar year by
October.

Submit Chapter Activity Reports (minimum of 4 must be submitted for
activities/events between Examples include Chapter meetings, officer
meetings, induction ceremony, tutoring, community service event, etc).
The reporting period will be from July to October of the following year.

(i) CHAPTER ENGAGEMENT (minimum 4 required)

1.

2.
3.
4

o
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Previous or current year’s Student Leadership Conference

Pathways to Industry

Tech X

Previous calendar year’s Founders Day and submit a minimum of two (2)
photos with your activity report.

Submit a minimum of one (1) Chapter News Story for publication in THE
BRIDGE

Submit a minimum of one (1) nomination for an IEEE-HKN Award
Participate in Monthly Chapter Leaders’ Meetings (minimum of three)
Participate in Chapter Advisors’ Roundtable Meeting (minimum of two)
Participate in an HKN Leadership Workshop (minimum of one)

0. Apply for and receive a Chapter Support Grant (this will be counted only

once the post-grant event’s activity report and all associated requirements
are submitted)

(i) CHAPTER OUTREACH Credit for completing any of the following criteria
shall be determined solely through the submission of Chapter Activity Reports via
the Society’s website (at least 3 of these activity types are required)

Nook wh-~

Alumni Event

STEM Outreach
Chapter/Student Mentoring
Inter-Chapter Activities
Community Service

K-12 Outreach

Corporate / Industry

(b) RECOGNITION: Active chapters that qualify for the Key Chapter recognition will be
presented with a flag and digital emblem at the annual Student Leadership Conference.

10.2 SOUTHEASTCON BEST PAPER RECOGNITION

An |[EEE-HKN Best Student Paper Contest at the annual IEEE SoutheastCon was established
by the Board as of 2019.

(a) DESCRIPTION: To recognize the best student paper presented at the Technical
Conference of IEEE SoutheastCon.
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(b) ADMINISTRATION: Selection process will be managed by the IEEE SoutheastCon
Technical Program Committee and will be presented in the “IEEE-HKN Best Student
Paper" Track.

(c) ELIGIBILITY: Student authors whose papers are accepted for inclusion in the IEEE
SoutheastCon Technical Program. The primary and presenting author of the paper must
be an undergraduate or graduate student currently enrolled in a university or university
degree program.

(d) PRIZE: A cash prize of $500 and a certificate are awarded to the primary/presenting
author funded by the IEEE-HKN Power Modulator Fund within the IEEE Foundation.
The Prize will be presented at the IEEE SoutheastCon Awards Banquet

(e) FREQUENCY: The IEEE-HKN Best Student Paper competition shall be held
annually.

(f) NOMINEE SELECTION: Papers will be solicited through the IEEE SoutheastCon
Technical Program. Eligible papers will be determined by the suggestion of IEEE
SoutheastCon Technical Paper reviewers during the normal review cycle. All
recommended papers identified during the review will be assessed for applicability and
quality by the IEEE SoutheastCon Technical Program Committee. The IEEE
SoutheastCon Technical Program Committee will select the best four or five papers.

(g9) AWARD COMMITTEE: A committee of five technical professionals will be selected by
the IEEE SoutheastCon Technical Program Committee to assess the four or five
nominee papers/authors.

(h) SELECTION/BASIS FOR JUDGING: The four or five nominated papers selected by
the IEEE SoutheastCon Technical Program Committee will be judged during the paper
session/track on the criteria of: quality of writing, development of the problem solution,
value to the IEEE technical community, and quality of the presentation by the author. A
single paper will be selected for this award. Other rules and stipulations of this award
include:

(i) Primary author must be a student

(i) The presenting author must be a student, with the preference being the
primary author.

(iii) Authors must adhere to the timeline for submission and rules established in
the “Call for Papers”

(iv) Decision of the judges is final and will follow the protocols established by
SoutheastCon

(v) Author/presenter must register for the conference as per the rules for
authors/presenters

(i) PUBLICITY: The Recipient will be announced in an issue of IEEE-HKN THE BRIDGE
publication.

10.3 ADVISORS OF DISTINCTION

The advisors of distinction recognition was established by the IEEE-HKN Board of Governors to
recognize the IEEE-HKN chapter advisors who have demonstrated a long and successful
dedication to advancing the mission of IEEE-HKN through their work as a chapter advisor.

(a) REQUIREMENTS: To be eligible for the advisor of distinction recognition, an advisor
must have:
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(i) Served six or more years as the chapter advisor. Years of service need not be
consecutive.

(i) Had the chapter being advised recognized as a Key Chapter four or more
times during their time as advisors.

(i) Not been recognized previously as an advisor of distinction. Note this
recognition is permanent, and will be noted with their year of recognition.

(B) PROCEDURES: To become recognized as an advisor of distinction:

(i) The current chapter president must nominate the advisor through the form
provided by IEEE-HKN. Only a current chapter president may nominate an
advisor for this recognition.

(i) The nominator will receive a confirmation email containing their nomination
form. They must then forward it to their Department Chair, Dean, or equivalent
appropriate academic administrator (who cannot be the advisor being
nominated).

(iii) The academic administrator must then certify to the best of their knowledge
that the information submitted is correct and that they endorse the nomination.
They do so by forwarding the nomination form to the address provided.

(iv) Upon receipt of a properly received and endorsed nomination, the committee
will verify eligibility.

(C) RECOGNITION:

(i) The advisors of distinction will be recognized on a dedicated page on the
IEEE-HKN website, with all those recognized being listed in perpetuity as this is a
one-time recognition for life.

(i) They will also receive a certificate and other items as defined by the
committee. The recognitions will be announced each year at the SLC, and
presented to those advisors present.

11. Additional Operational Procedures

11.1 DEFINITION & SCOPE

The Board or its designee may adopt additional operational procedures, reporting forms, and
necessary support information in a supplemental Forms and Procedures document. Staff will
catalogue, maintain, and distribute as needed to support chapter operations.

11.2 CREATION AND AMENDMENT

Operational procedures placed within the Forms and Procedures document shall be amendable
by the Board and, where specified, a committee, or the Director.

11.3 PUBLICATION

All forms and procedures adopted or modified shall be published on the HKN website within 10
business days of their approval.
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