
 

 

 

 

POLICY AND PROCEDURE MANUAL 
 

GUIDELINES FOR SECTION OPERATIONS 

 

Revision 4 

 

September 14, 2016 

 

 

 

 

 

 

 

Prepared by 

 

THE AMERICAN SOCIETY FOR NONDESTRUCTIVE TESTING - 
 

GREATER HOUSTON SECTION, INC. 

 

 
  



  REVISION HISTORY 

2 

Revision Table 
Date Revision Person Description 

7/11/2014 1 BOD Manual from previous Boards and updated by Mike Oden 

7/09/2015 2 BOD Updated by Jeff Wagner and John Chen 

5/12/2016 3 BOD 
Added Conflict of Interest / Duality and BOD Operation 
Procedure 

9/14/2016 4 BOD 
Added Bylaws; added Scholarship Procedure; updated 
references to the name of Section to align with Bylaws; 
updated 1.1, Welcome, section. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  TABLE OF CONTENT 

i 

 

TABLE OF CONTENT 

 

1 ORGANIZATION .............................................................................................................................................. 1 

1.1 WELCOME ............................................................................................................................................... 1 
1.1.1 THE BOARD OF DIRECTORS (BOD) .................................................................................................... 1 
1.1.2 THE EXECUTIVE COMMITTEE (EC) ..................................................................................................... 2 
1.1.3 SUMMARY ....................................................................................................................................... 2 

1.2 ORGANIZATIONAL STRUCTURE ................................................................................................................ 2 

2 SECTION POLICIES AND PROCEDURES ............................................................................................................ 3 

2.1 BYLAWS .................................................................................................................................................. 3 
2.2 MEMBER CODE OF ETHICS ..................................................................................................................... 11 
2.3 CONFLICT OF INTEREST / DUALITY POLICY .............................................................................................. 12 
2.4 SCHOLARSHIP PROCEDURE .................................................................................................................... 17 
2.5 BOD OPERATION PROCEDURE ............................................................................................................... 20 

2.5.1 SCOPE............................................................................................................................................ 20 
2.5.2 GENERAL ....................................................................................................................................... 20 
2.5.3 RESPONSIBILITIES .......................................................................................................................... 20 
2.5.4 PROCEDURES ................................................................................................................................. 20 

3 RESPONSIBILITIES & JOB DESCRIPTION......................................................................................................... 22 

3.1 RESPONSIBILITIES .................................................................................................................................. 22 
3.2 FORMAT FOR JOB DESCRIPTIONS ........................................................................................................... 22 
3.3 JOB DESCRIPTION OF ALL POSITIONS ...................................................................................................... 24 

3.3.1 BOARD OF DIRECTOR ..................................................................................................................... 24 
3.3.2 EXECUTIVE COMMITTEE................................................................................................................. 25 
3.3.3 CHAIRMAN .................................................................................................................................... 26 
3.3.4 VICE CHAIRMAN ............................................................................................................................ 29 
3.3.5 TREASURER ................................................................................................................................... 30 
3.3.6 SECRETARY .................................................................................................................................... 31 
3.3.7 DIRECTOR-AT-LARGE...................................................................................................................... 32 
3.3.8 ARRANGEMENTS COMMITTEE CHAIRMAN ..................................................................................... 33 
3.3.9 BYLAWS COMMITTEE CHAIRMAN .................................................................................................. 34 
3.3.10 EDUCATIONAL COMMITTEE CHAIRMAN ......................................................................................... 35 
3.3.11 FINANCE COMMITTEE CHAIRMAN.................................................................................................. 36 
3.3.12 MEMBERSHIP COMMITTEE CHAIRMAN .......................................................................................... 37 
3.3.13 NOMINATING COMMITTEE CHAIRMAN .......................................................................................... 38 
3.3.14 PROGRAM COMMITTEE CHAIRMAN ............................................................................................... 39 
3.3.15 SCHOLARSHIP AWARD COMMITTEE CHAIRMAN ............................................................................. 41 
3.3.16 SOCIAL COMMITTEE CHAIRMAN .................................................................................................... 42 
3.3.17 SPONSORS COMMITTEE CHAIRMAN ............................................................................................... 44 
3.3.18 VENDOR'S NIGHT COMMITTEE CHAIRMAN .................................................................................... 45 
3.3.19 WEBSITE COMMITTEE CHAIRMAN.................................................................................................. 46 
3.3.20 YEARBOOK/NEWSLETTER COMMITTEE CHAIRMAN ........................................................................ 47 

 



  ACRONYMS 

ii 

 

ACRONYMS 

The following acronyms are used throughout this document. 

ASNT  The American Society for Nondestructive Testing 

BOD  Board of Directors 

EC  Executive Committee 

GHASNT The American Society for Nondestructive Testing - Greater Houston Section, Inc. 

NDT  Nondestructive Testing 

ISC  International Service Center of ASNT, Columbus, Ohio 
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1 ORGANIZATION 

1.1 WELCOME 

You are here as an individual in whom your peers have expressed their confidence and trust in your 
ability to manage the affairs of the American Society for Nondestructive Testing - Greater Houston 
Section (GHASNT) during your tenure in office. You are also here because of your expressed willingness 
to continue your service of time and talent to the Section with the same, if not greater dedication that 
resulted in this recognition by your peers. 

This Policy and Procedure Manual is intended to serve as a guideline for the operations of GHASNT. 
There is much information contained in this document, so that one may find it is difficult to grasp all the 
information at once. For a quick start, go to the job description, in Chapter 3, of the role you are currently 
serving for a overview of your responsibility. For some roles, a checklist has also been developed to 
further serve as a reminder throughout the year of your service. If there is no checklist available for your 
role, you are encouraged to develop one based on your work in the year, and then share the checklist 
with the owner of this Manual to include in the next revision. 

To function properly, the Board of Directors (BOD) and Executive Committee (EC) must act as a unified, 
deliberate body in establishing Section policies. To this end, it is vital that you review all BOD and EC 
correspondence which you will receive in advance of each Board and/or Committee meeting. The action 
items must be assessed by you for their immediate and long-range impact on both the Section's 
operations and fiscal well-being. Board or Section meetings are not the time and place to do committee 
work. 

For more information, you are encouraged to refer to the Section's Bylaws, which is published in the 
Yearbook Calendar of the Section. A copy of the Bylaws is included in this manual in 2.1 as a reference. 
However, the text published in Yearbook Calendar is the official Bylaws of the Section. Should the 
information contained in this document conflicts with the official Bylaws, the official Bylaws shall prevail. 

1.1.1 THE BOARD OF DIRECTORS (BOD) 

1.1.1.1 INTRODUCTION TO THE BOARD 

GHASNT shall be governed by a Board of Directors (BOD), referred to as Section Board or the Board. 
The BOD is composed of the Chairman of the Board (the immediate Past-Chairman), the Chairman, Vice 
Chairman, Treasurer, Secretary, Directors at Large; and all National Directors which are members of the 
Greater Houston Section shall be an ex-officio member without vote. They are responsible individually 
and collectively for the management of the Greater Houston Section of ASNT, a nonprofit technical 
society. 

As trustees and leaders of the Society, the members of the BOD are selected to bring breadth and depth 
of experience and understanding, coupled with those qualities of character, vision, leadership, and 
responsibility to justify the faith of the members in electing them to lead and guide the Society. 

In discharging their responsibilities, the members of the BOD function independently as individuals and 
not as agents or representatives of their employees, or committees of the Section, with which they have 
been associated.  It is expected that they will bring to the deliberation of the Board (or those committees 
to which they may be appointed) views based on their experience which can be blended into decisions 
and actions in the best interests of the GHASNT. 

1.1.1.2 ADMINISTRATIVE YEAR 

The Administrative Year and the fiscal year of the Board is from July 1 to June 30. 

1.1.1.3 MEETINGS OF THE BOARD 

The Board may meet one or more times throughout the year as needed. As Board Meetings are required, 
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they will be called by the Chairman of the Board. The Secretary is responsible for preparing and 
circulating the agenda to the Board members well in advance of the meeting.  

1.1.2 THE EXECUTIVE COMMITTEE (EC) 

1.1.2.1 INTRODUCTION TO EC 

The Executive Committee (EC) is composed of the Chairman (who is Chairman of the EC and the 
Chairman of GHASNT), Vice Chairman, Treasurer, Secretary, all Section Directors at Large, all Standing 
Committee Chairmen appointed by the Chairman of the Section. Chairman of the Board shall be an ex-
officio member without vote. 

The EC is responsible for managing the operations of the GHASNT in accordance with the Bylaws and 
this Policy Manual.  Between meetings of the EC, if the EC determines that additional EC action is 
required in the interest of time so that a delay does not impact upon the Section's operations, a letter 
ballot will be issued to the EC members.  The action which results from the ballot will be ratified at the 
next meeting of the EC in accordance with policy and procedure. 

1.1.2.2 COMMITTEES 

Committees are appointed by the Chairman of the Section.  The committees submit [written] summary 
reports to the Board or the EC, as appropriate, in advance of meetings, thus providing sufficient 
information for the Board or EC to arrive at an expedient decision after individual deliberation. 

The Vice Chairman serves as Parliamentarian to the BOD and EC. 

1.1.2.3 ADMINISTRATIVE YEAR 

The Administrative Year and the fiscal year of the EC is from July 1 to June 30. 

1.1.3 SUMMARY 

In summary, members elected to serve on the BOD or EC must have available time to devote to the job 
thoroughly and with competence, be willing to study and work for the Section and, above all, possess 
those qualities of character, vision, leadership, responsibility, and broad understanding that a technical 
society must have in its directors for both near and long-term growth and stability. 

1.2 ORGANIZATIONAL STRUCTURE 

The EC structure of GHASNT is shown below.  

 

Board of 
Directors 

Vice 
Chairman 

Secretary Treasurer 
Directors-
at-Large 

Committee 
Chairmen 

Section 
Chairman 
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2 SECTION POLICIES AND PROCEDURES 

2.1 BYLAWS 

BOD notes: The official GHASNT Bylaws is published in Yearbook Calendar of the Section. Included here 
is a copy of the Bylaws for reference, although reasonable effort has been made to make sure the text 
here is an exact copy.  

 

 

BYLAWS 

of 

The American Society for Nondestructive Testing -  
Greater Houston Section, Inc. 

 

 
The Greater Houston Section’s Bylaws supplement the Bylaws of the American Society for 
Nondestructive Testing, Inc., (hereinafter called National Society) and clarifies the Section organization 
under the National Society. Nothing in the Section’s Bylaws shall be contrary to the National Society 
Bylaws; if conflicts arise, the National Society shall prevail.  

 

ARTICLE I - NAME  

1.1  The name of this organization shall be the American Society for Nondestructive Testing - Greater 
Houston Section, Inc., hereinafter referred to as the “Section”.  

 

ARTICLE II - PURPOSE  

2.1  The Section shall operate primarily for scientific and educational purposes in the field of 
nondestructive testing and materials evaluation. The Section shall strive to promote fellowship among 
those engaged in the field of nondestructive testing and materials evaluation. The Section shall formulate 
and promote efforts for recognition of the field of nondestructive testing and materials evaluation as a 
group of distinct sciences.  

 

ARTICLE III - LIMITATIONS  

3.1  The following limitations shall apply to the operations and activities of the Section.  

3.1.1  No part of the funds of the Section shall inure to the benefit of any private individual or firm.  

3.1.2  The Section shall engage in only activities that are educational, scientific or charitable.  

3.1.3  Whenever fees are charged for commercial exhibits, authorization must be approved by the 
Section’s Board of Directors  

 

ARTICLE IV - MEMBERSHIP  

4.1  General  

4.1.1  Membership shall consist of the following classes: Individual Members, Corporate Members, 
Honorary Members, Student Members, Military Members, and Retired Members. 

4.1.2  Those seeking membership to the local Section shall meet the qualification requirements specified 
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in Article II, Section 1 of the Bylaws of the National Society, shall fully support and comply with the 
National Society’s Code of Ethics, and in addition, shall pay such fees as have been established. Upon 
approval of membership by the National Society the Member shall immediately receive all rights privileges 
thereof.  

4.1.3  There shall be no membership restriction based on race, creed, color, sex, citizenship, or country of 
origin.  

4.2  Voting Privileges  

Voting rights are extended to Individual, Honorary, Military and Retired Members - one vote each. 
Corporate Member is entitled to one vote for each delegate enrolled in this Section, with a maximum of 
the three (3) delegates enrolled in the National Society; Individual, Honorary, Retired, Military and 
delegates of Corporate Members may hold office in the Section. Student members may not vote or hold 
office in the Section.  

4.3  Refusal of Membership  

The Section’s Board of Directors may refuse Section membership, may refuse to renew Section 
membership, or may stipulate the removal of a Member’s name from the roll of Members if by a two-thirds 
(2/3) vote the Member shall have been deemed guilty of conduct rendering the Member undesirable as a 
Member of the Section.  

4.4  Delinquency and Termination  

4.4.1  The membership of any Member who fails to pay any dues, fees or assessments of the Society due 
and owing for a period of more than sixty (60) days may be suspended. Such member shall be removed 
from the membership records of the Society and shall lose all of the rights and privileges of membership. 
It is the responsibility of the National Society to notify such Members of this suspension. To be reinstated, 
the member must reapply for membership and pay all fees required with new member.  

4.4.2  The National Society’s Board of Directors may terminate the membership of any Member for 
violation of the Bylaws of the Society, or willful acts contrary to the Society’s Code of Ethics. Cause must 
be shown at a hearing of the National Society’s Board of Directors duly called and held after at least thirty 
(30) days notice in writing to the Member whose membership is in jeopardy. The Member shall have the 
right to speak or submit a written statement on his or her own behalf and may be represented by counsel 
at the hearing. The decision of the National Society’s Board of Directors shall be final.  

4.4.3  Any Director or Officer of the Section may be removed from office at any time for any cause 
deemed sufficient by the Sections Board of Directors, by an affirmative vote of two-thirds (2/3) or more of 
the full number of Directors acting at a meeting of the Section’s Board. The procedure for the removal of a 
Director or Officer shall be as delineated in the Section’s Bylaws. Vacancies on the Board caused by 
death, resignation, removal from office, or any other cause other than the expiration of a term shall be 
filled by the Section’s Board through an affirmative vote of two-thirds (2/3) or more of the full number of 
the Section’s Board of Directors until the next annual election by the members of the Section.  

4.5  Honorary Membership  

4.5.1  Honorary Membership for One (1) Year Honorary Membership for one (1) year may be granted by 
the Executive Committee of the Section as a special award for a member who has demonstrated 
outstanding leadership in the previous year. Nominations for candidates for Honorary Membership must 
be supported by at least ten (10) members of the local Section. Election shall be made by unanimous 
vote of the Section’s Executive Committee. No more than one Honorary Membership in anyone year may 
be granted. Dues shall be paid by the local Section.  

4.5.2  Honorary Membership for Life (Retired Members Only) Honorary Membership for Life to the Section 
may be granted by the Executive Committee of the Section as a special award to Section Retirees who 
have contributed significantly through leadership and service to the Section. Nomination for Candidates 
for Honorary Membership for Life must be supported by at least ten (10) members of the local Section. 
Approval shall be by unanimous vote of the Section’s Executive Committee. Annual membership dues 
shall be paid out of the Section’s treasury and shall be sustained for the life of the Member provided a 
formal request (in writing) by the recipient for membership is submitted annually to the Section’s 
Executive Committee. In addition, the Honorary Member for Life will receive a complimentary meal at all 
monthly Section meetings.  
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ARTICLE V - OFFICERS  

5.1  The Officers of the Section elected from the membership shall consist of a Chairman, Vice-Chairman, 
Treasurer and Secretary. Each of the Officers shall perform the duties, legally and customarily attached to 
their respective offices under the laws of the State of Texas and such other duties as may be required of 
them by the Section’s Bylaws.  

5.2  A temporary vacancy in the office of Chairman of the Section shall be filled in the following order:  

 (a)  By the Vice-Chairman  
 (b)  By the Treasurer  
 (c)  By the Secretary  
 (d)  By any member of the Section’s Board of Directors, as determined by the Section’s Board of 
Directors  

5.3  Each officer shall serve a term of one (1) year beginning on July 1st. The Chairman of the Section 
shall not succeed himself or herself.  

 

ARTICLE VI - DUTIES OF OFFICERS  

6.1  The Chairman of the Section shall have general administrative charge of the affairs of the Section 
and shall preside over meetings of the Section. The Chairman of the Section shall appoint Chairmen of all 
Standing and Special Committees and shall receive approval of these appointments from the Section’s 
Executive Committee. Chairmen of the Standing and Special Committees shall report directly to the 
Chairman of the Section.  

6.2  The Vice Chairman of the Section shall act for the Chairman in the latter’s absence. The Vice-
Chairman shall be Chairman of the Vendor’s Night Committee. The Vice-Chairman of the Section shall 
also assist other committee Chairs as required.  

6.3  The Treasurer shall receive, disburse and account for all monies belonging to the Section. The 
Treasurer shall be responsible for maintaining the Sections accounts and prepare financial reports as 
required by this document and the Sections Executive committee. The Treasurer, with the consent of the 
Section directors, may obtain outside consultation and/or financial oversight for advice and assistance as 
required.  

6.4  The Secretary shall transcribe minutes of all Section Board of Directors and the Executive Committee 
meetings and attend to Section correspondence as required. The Secretary shall also keep or cause to 
be kept all minutes of the Section Board of Directors and Executive Committee meetings.  

 

ARTICLE VII - SECTION BOARD OF DIRECTORS  

7.1  General  

The Section shall be governed by a Board of Directors (referred to as Section Board) which shall 
determine the continuing operating policies and annual programs of the Section. The Section’s Board of 
Directors shall consist of the following:  

 (a)  All Section Officers  
 (b)  The immediate Past Chairman of the Section  
 (c)  All Section Directors-At-Large  
 (d)  All National Directors which are members of the Section shall be an ex- officio member, without 
vote  

The immediate Past Chairman of the Section shall preside as Chairman of the Section’s Board of 
Directors. The Chairman of the Board of Directors may appoint Board Committee Chairmen as needed. 
Chairmen of the Board Committees shall report directly to the Chairman of the Board.  

7.2  Six (6) members from the Officers and the Section’s Board of Directors shall constitute a quorum of 
the Section’s Board of Directors.  

7.3  Vacancies occurring in the elected positions of the Section, through death, resignation, Board of 
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Directors decision, or other cause shall be filled until the next annual election by a Member of the Section 
selected by the Section’s Board of Directors. The affirmative vote of two-thirds (2/3) or more of the voting 
members of the full number of the Board of Directors shall be required to fill these vacancies.  

7.4  Each elected Director-at-Large shall serve a term of two (2) years beginning on July 1st following the 
date of their election. Two (2) of the four (4) Directors-at-Large shall be selected each year.  

7.5  The affairs of the Section shall be managed by a Section Board of Directors chosen from among its 
Members. The Section’s Board of Directors may appoint, remove, and fix duties of officers or committees 
not defined in the Section’s Bylaws.  

 

ARTICLE VIII - SECTION EXECUTIVE COMMITTEE  

8.1  General  

The Section’s Executive Committee shall be responsible for managing the operations of the Section in 
accordance with the Section’s Bylaws. The Section’s Executive Committee shall consist of the following:  

 (a)  All Section Officers  
 (b)  All Standing Committee Chairmen appointed by the Chairman of the Section  
 (c)  All Special Committee Chairmen appointed by the Chairman of the Section shall be an ex- officio 

member, without vote  
 (d)  All Section Directors-at-Large  
 (e)  Chairman of the Section’s Board of Directors shall be an ex- officio member, without vote  

8.2  The Chairman of the Section shall preside at meetings of the Executive Committee. In the absence of 
the Chairman, the Vice Chairman shall preside. Six (6) members from the Officers and the Standing 
Committee Chairmen shall constitute a quorum of the Executive Committee.  

 

ARTICLE IX - MEETINGS  

9.1  Regular Section  

The Section shall hold a minimum of six (6) regular technical meetings each year in the Greater Houston 
area and the Members of the Section shall be notified at least ten (10) days in advance. Twenty (20) 
Members of the Section shall constitute a quorum at a regular meeting of the Section. This notification 
and all other notifications mentioned in the section Bylaws may be in the form of regular mail, electronic 
mail and/or by fax. It is the Section members’ responsibility to assure that a valid and current e-mail 
and/or fax number are registered with the Section.  

The annual business meeting of the Section shall be held preferably in March of each year at the time 
and place specified by the Section’s Board of Directors, and announced by letter to the Members of the 
Section at least ten (10) days in advance. The annual business meeting may be in conjunction with a 
regular technical meeting. During the annual business meeting the Chairman of the Section shall hold the 
election for the candidates nominated by the Nominating Committee and any letter ballots received. 
Additionally, at this meeting the Treasurer of the Section shall present a verified report of the financial 
status of the Section as of the last financial audit. The annual business meeting agenda shall be 
published with the meeting announcement.  

9.2  Special Section meetings may be called at any time by:  

 (a)  The Section’s Board of Directors, by notifying Section Members in writing ten (10) days in 
advance of meeting.  

 (b)  The Chairman of the Section, upon petition signed by at least ten percent (10%) of the Section’s 
voting Members, by notifying the Section members in writing ten (10) days in advance of the 
meeting the business to be conducted at the special meeting.  

9.3  At least three (3) meetings of the Section’s Board of Directors shall be held in each fiscal year. The 
Section’s Board of Directors shall determine the times and places of these meetings. Meetings shall be 
announced by letter to the members of the Section’s Board of Directors at least ten (10) days in advance. 
Special meetings of the Section’s Board of Directors may be called by the Chairman of the Board or by 
the Section Secretary upon a signed petition of three (3) Section Board members. Such special meetings 
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shall be announced by letter as stated above.  

9.4  The Section’s Executive Committee shall meet monthly, as needed, to conduct the normal business 
operations of the Section. Additional meeting of the Executive Committee may be held as determined by 
the Chairman of the Section or a majority of the members of this Committee.  

9.5  The Section may hold educational, technical, engineering, or scientific meetings, symposia, or 
conferences at such times and such places as the Section’s Board of Directors may determine subject to 
the policies of the Society.  

9.6  The Section’s Board of Directors shall regulate its own proceedings, operating in accordance with 
“Robert’s Rules of Order” (revised edition) when applicable and not inconsistent with these Bylaws. The 
Section’s Board of Directors may, by resolution, delegate powers to special committees.  

 

ARTICLE X - AMENDMENTS  

10.1  The Bylaws of this Section may be amended, or new bylaws may be adopted, only as provided in 
this Article X. Amendments to the Bylaws may be proposed to the Section membership by submitting 
petitions to the Section’s Board which contain the substance of such proposed amendments or new 
Bylaws and upon:  

 (a)  A simple majority vote of the Section’s Executive Committee, or  

 (b)  A petition to the Section’s Secretary signed by at least ten percent (10%) of the Section’s voting 
Members.  

10.2  Proposed amendments shall be submitted to members by letter ballot within thirty (30) days of the 
proposal. Marked and signed ballots are to be returned to the Section’s Secretary within thirty (30) days.  

10.3  Approved amendments to the Section’s Bylaws will be effective the first (1st) day of the month 
following the close of balloting. A favorable majority of the ballots returned within the allowed thirty (30) 
days is required to amend the Bylaws.  

 

ARTICLE XI - DISSOLUTION  

11.1 The Section may be dissolved by affirmative vote of four-fifths (4/5) of the Section’s membership.  

11.2 In event of such dissolution, the Chairman of the Section shall see to the necessary legal 
notifications.  

11.3 Section funds remaining after paying all Section obligations shall be transferred to the Society.  

 

ARTICLE XII - NONRESPONSIBILITY OF THE SECTION  

12.1  STATEMENT OF NONRESPONSIBILITY  

The Section shall not be responsible for any personal views, theories, or statements advanced in 
authored papers, articles, or discussions presented at its meetings or set forth in any of its publications.  

 

ARTICLE XIII - COMMITTEES  

13.1  EXECUTIVE COMMITTEE  

13.1.1  The Section’s Executive Committee shall be responsible for managing the operations of the 
Section in accordance with these Bylaws and approved policies. This Committee is responsible for 
coordinating the implementation of the goals and programs approved by the Section’s voluntary 
organization. This Committee shall meet monthly, as needed, to conduct the normal business operations 
of the Section. Additional meetings of the Executive Committee may be held as determined by the 
Chairman of the Section or a majority of the members of this Committee.  

13.1.2  The Section’s Executive Committee may appoint representatives to act in an advisory capacity in 
any allied societies or organizations.  

13.1.3  The Section’s Executive Committee shall function to aid and assist the Chairman of the Section 
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and to conduct meetings in the absence of the Chairman and Vice Chairman.  

13.2  STANDING COMMITTEES  

The Chairmen for Standing Committees shall be appointed by the Chairman of the Section and, with the 
exception of the Nominating Committee, shall be subject to approval by the Section’s Board of Directors. 
The Standing Committees shall be composed, but not limited to, the following:  

13.2.1  The Program Committee shall be responsible for assuring that the annual Program for the 
Section is arranged and published.  

13.2.2  The Yearbook Committee shall be responsible for assuring that the annual Yearbook for the 
Section is published. This includes the preparation, printing, and distribution. The Vice Chairman of the 
Section shall assist the Chairman of this Yearbook Committee.  

13.2.3  The Arrangements Committee shall be responsible for assuring the arrangements for monthly 
meetings of the Section, and Executive Committee meetings.  

13.2.4  The Sponsors Committee shall be responsible for soliciting and obtaining sponsors for the 
monthly meetings of the Section.  

13.2.5  The Educational Committee shall be responsible for determining the wants and needs of the 
Section’s membership with regard to continuing education, and developing the appropriate programs to fit 
these needs.  

13.2.6  The Membership Committee shall be responsible for all efforts to secure new members, 
maintaining members, and to encourage membership growth in the interest of the Section and ASNT.  

13.2.7  The Nominating Committee shall be responsible for selection of the candidates who have 
expressed their willingness to serve as officers and/or directors-at-large for the Section.  

13.2.8  The Vendor’s Night Committee shall be chaired by the Vice Chairman of the Section. This 
Committee shall be responsible to encourage and promote exhibitors participation at the Section’s annual 
Vendor’s Night function.  

13.3  SPECIAL COMMITTEES  

Special Committees shall be composed of, but not limited to, the following:  

13.3.1  The Scholarship Award Committee shall be chaired by a Section’s Director-At - Large as 
appointed by the Chairman of the Section. The Scholarship Award Committee shall be responsible for 
encouraging the study of nondestructive testing as a profession by providing financial assistance to 
students/technicians pursuing a program of study at a university, college, or technical school within the 
State of Texas, leading to a degree or certificate in NDT related coursework.  

13.3.2  The Technician of the Year Committee shall be chaired by a Section’s Director-At - Large as 
appointed by the Chairman of the Section. This Committee is responsible for encouraging and obtaining 
recommended recipients for the Section’s Technician of the Year award.  

13.3.3  The Newsletter Committee shall be chaired by a Member of the Section as appointed by the 
Chairman of the Section. This Committee shall be responsible for ensuring that a monthly newsletter is 
published and distributed in a timely manner.  

13.3.4 The Mentor of the Year Committee shall be chaired by a Section’s Director-At-Large as appointed 
by the Chairman of the Section. This Committee is responsible for encouraging mentorship within the 
Section and obtaining recommended recipients for the Section’s Mentor of the Year award. 

13.4  BOARD COMMITTEES  

Board Committees shall be composed of, but not limited to, the following:  

13.4.1  The Bylaws Committee shall be chaired by a Section’s Director- At-Large as appointed by the 
Chairman of the Section’s Board of Directors. This Committee is responsible for formulating and drafting 
revisions and amendments to the Section’s Bylaws.  

In addition, this Committee shall review, develop, and maintain Operating Procedures and Job 
Descriptions to govern the administrative actives of the Section, and assure that these are distributed to 
Section Policy Manual holders. This Committee shall report and obtain approval from the Section’s Board 
of Directors.  
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13.4.2  The Financial Auditing Committee shall be chaired by a Member of the Section as appointed by 
the Chairman of the Section’s Board of Directors. This Committee is responsible for performing four 
yearly audits and to verify the annual report of the financial status of the Section at the end of fiscal year 
(June 30th). This Committee shall report the results of all audits to the Section’s Board of Directors.  

13.4.3  The Topical Conference Committee shall be chaired by a Member chosen by the Section’s Board 
of Directors, or as approved by National ASNT Headquarters. The Chairman of this Committee shall 
provide reports on a regular basis regarding the status of this Committee and any requests for Section’s 
assistance.  

 

ARTICLE XIV - FINANCIAL  

14.1  FISCAL YEAR  

The fiscal year of the Section shall commence on July 1st and terminate on June 30th.  

14.2  EXPENDITURES  

No officer, member of the Section’s Board of Directors, Committee Chairmen, or Member of the Section 
shall incur any financial obligations in the name of the Section or make payment of any monies of the 
Section without having previously had such action approved by the Section’s Board of Directors. Such 
approval by the Section’s Board of Directors may be as follows:  

 (a)  Approval of individual items of expense.  

 (b)  Approval of a detailed operating budget for a given Committee, or function as long as such 
budget is limited to the current fiscal year.  

14.3  PAYMENT OF MONIES  

All checks and other instruments for payment of monies of the Section shall be drawn by the Treasurer in 
the name of the Section and shall be signed by a Section officer or Director- At-Large.  

14.4  FINANCIAL REPORT  

The Treasurer shall present a verified report of the financial status of the Section at fiscal year end, at 
regular monthly meetings of the Section’s Executive Committee, at meetings of the Section’s Board of 
Directors, at annual business meeting, or at any other time as requested by the Section’s Board of 
Directors.  

14.5  FINANCIAL AUDITS  

The Financial Audit Committee shall perform four yearly audits (preferably on a quarterly basis) and verify 
the annual report of the financial status of the Section at the end of fiscal year (June 30th). The results of 
these audits shall be reported to the Section’s Board of Directors.  

14.6  The Section’s Board of Directors may, at its discretion, provide a stipend to designated persons as 
it may be found necessary to effectively carry out the work and aims of the  

Section. Any such stipend shall be approved by the Section’s Board of Directors and shall be limited to no 
more than an amount budgeted for anyone instance.  

 

ARTICLE XV - NOMINATIONS  

15.1  APPOINTMENT OF NOMINATING COMMITTEE  

A Nominating Committee, consisting of three (3) active Members of the Section, shall be appointed by the 
Chairman of the Section before December 31st. The immediate Past Chairman of the Section should be 
given preference as Nominating Committee Chairman. Current officers and Directors-At-Large shall be 
excluded from voting membership on the Nominating Committee.  

15.2  DUTIES OF NOMINATING COMMITTEE  

The Nominating Committee shall meet the first available week in January of each year and shall nominate 
at least one candidate for each of the offices of Chairman, Vice Chairman, Treasury, and Secretary and 
at least two (2) candidates for Directors-At-Large to replace the two (2) out going Directors-At-Large. The 
nominating Committee shall secure the consent of each nominee before submitting their name into 
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nomination.  

15.3  REPORT OF NOMINATING COMMITTEE  

The Nominating Committee shall report the names of the nominees to the Chairman of the Section and 
the Secretary prior to the publication of the Section’s Newsletter for the February regular technical 
meeting. The selection of the candidates who have expressed their willingness to serve shall be 
published in the February Newsletter. Additionally, the Chairman of the Section shall announce the 
names of all candidates during the February meeting.  

15.4  ADDITIONAL NOMINATIONS  

After the names of the candidates submitted by the Nominating Committee have been published and at 
any time prior to March 1st of the same year, additional nominations for any or all of the offices may be 
made by written communication addressed to the Chairman of the Section and signed by any ten (10) 
voting Members of the Section.  

 

ARTICLE XVI - ELECTIONS  

16.1  ANNUAL ELECTION  

If no additional nominations are received by the Chairman of the Section prior to March 1st, nominations 
shall be closed and the Secretary at the next succeeding annual business meeting (preferably in March) 
of the Section shall cast the unanimous vote of all Members of the Section for the election of the 
candidates nominated by the Nominating Committee. The nominees are then declared elected as of that 
time and shall be formally installed at the first Executive Committee meeting to be held in July of the 
same year.  

16.2  ADDITIONAL NOMINATIONS: LETTER BALLOT  

If the Chairman of the Section receives additional nominations for officers of the Section prior to March 
1st, the Chairman shall request the Secretary of the Section to prepare a letter ballot which shall be sent 
prior to April 1st to each Section voting Member in good standing. Marked and signed ballots are to be 
returned to the Secretary and must be postmarked no later than by April 15th.  

16.3 VERIFICATION AND COUNTING OF BALLOTS  

The Secretary of the Section shall receive such ballots and shall determine from the Section’s records if 
the voter is entitled to vote. Tellers shall be appointed by the Section’s Chairman of the Board of Directors 
to count the ballots by May 1st. and to certify immediately the results of the vote to the Secretary. The 
candidate receiving the highest number of votes shall be elected. In the event of any tie in the voting, the 
individual selected by the Nominating Committee shall be declared elected. The nominees are then 
declared elected as of that time and shall be formally installed at the first Executive Committee meeting to 
be held in July of the same year.  
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2.2 MEMBER CODE OF ETHICS 

In spirit and in word, this Code of Ethics shall guide the actions of the members of the American Society 
for Nondestructive Testing.  It is the duty of each member to conduct him or herself in accordance with 
the following precepts: 

1. To uphold at all times the reputation of the Society and the dignity of membership therein. 

2. To pursue his or her professional discipline and activities in a spirit of fairness to all concerned--
employer, employees, customers and competitors--consistent with the high ideals of personal 
honor and integrity. 

3. To refrain from associating him or herself with any enterprise that would use his name or that of 
the Society in any manner countenancing misrepresentation. 

4. To avoid damage directly or indirectly to the professional reputation, prospects or business of 
another member of the Society. 

5. To advertise only in a professional manner; to avoid using improper or questionable methods of 
soliciting professional work, and to decline any connection with improper patronage. 

6. To inform clients or employers of any business affiliations, interests or connections which might 
influence fair judgment. 

7. To treat as confidential his or her knowledge of any business affairs or technical information of 
employers, clients or customers, and to make no disclosure of such information without their 
express consent. 

8. To accept financial or other compensation for a particular service from one source only, except 
with the full knowledge and consent of all interested parties. 

9. To perform work in the highest professional manner, protecting the life, safety, and health of 
associates and of the general public. 

10. To contribute to the advancement of nondestructive testing by the interchange of information 
and experience with others, taking full advantage of the mediums provided by the Society--
symposia, conventions and the press. 

11. To encourage and provide opportunity for professional development and advancement of his or 
her employees or those under his supervision. 

12. To consider his or her membership in the Society as affording a distinct opportunity to apply his 
or her special talents for the service of mankind. 
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2.3 CONFLICT OF INTEREST / DUALITY POLICY 

 

Revision Table 

Date Revision Person Description 

5/11/2016 1 BOD New Policy developed by Jerry Fulin and approved by BOD 

    

    

 

1.0 Purpose 

1.1 The purpose of the Greater Houston Section of the American Society of Nondestructive 
Testing (GHASNT) conflict of interest/duality policy is to protect the Section's interest 
when it is contemplating into entering a transaction or arrangement that might benefit the 
private interest of a GHASNT director, officer, committee member, or key employee or 
contractor, or might result in a possible benefit transaction.  This policy is intended to 
supplement but not replace any applicable state and federal laws governing conflict of 
interest applicable to 501(c)(3) nonprofit organizations. 

2.0 Scope 

2.1 Persons covered by this policy are GHASNTNT directors, officers, committee members, 
and key employees or contractors (each a "Covered Person"). 

3.0 Definitions 

3.1 Financial Interest 

3.1.1 A person has a financial interest if the person has, directly or indirectly, 
through business, investment, or family, or 

3.1.2 An ownership or investment interest in any entity with which the GHASNT has a 
transaction or arrangement, or 

3.1.3 A compensation arrangement with GHASNT or with any entity or individual 
with which GHASNT has a transaction or arrangement, or 

3.1.4  A potential ownership or investment interest in, or compensation arrangement with, 
any entity or individual with which GHASNT is negotiating a transaction or 
arrangement. 

Note: Compensation includes direct and indirect remuneration as well as gifts or favors 
that are not insubstantial. A financial interest is not necessarily a conflict of 
interest. Pursuant to Section 5, a person who has a financial interest may have a 
conflict of interest only if the appropriate governing board or committee decides 
that a conflict of interest exists. 

3.2 Excess Benefit Transaction 

3.2.1 An excess benefit transaction is a transaction in which an economic benefit is 
provided by GHASNT, directly or indirectly, to or for the use of any person who 
was in a position to exercise substantial influence over the affairs of GHASNT and 
the value of the benefit provided by GHASNT exceeds the value of the 
consideration received by GHASNT. Individuals in a position to have substantial 
influence includes voting members of the board and ex-officio member of the 
board. 
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3.3 Duality of Interest 

3.3.1 A person has a duality of interest if the person is affiliated with an organization 
that GHASNT is negotiating a transaction or arrangement with, or competes with 
GHASNT. Such affiliation exists if the person is a director, trustee, officer, or 
member of the organization, or has an unofficial role such as a significant donor, 
volunteer, or adviser to the organization. 

Note: A duality of interest is not necessarily a conflict of interest. Pursuant to 
Section 5, a person who has a duality of interest may have a conflict of 
interest only if the appropriate governing board or committee decides that a 
conflict of interest exists. 

4.0 Policy 

4.1 Duty to Disclose 

4.1.1 In connection with any actual or possible conflict of interest, a Covered Person 
must disclose the existence of the financial interest or duality of interest and be 
given the opportunity to disclose all material facts to the directors, members of 
committees with governing board delegated powers considering the proposed 
transaction or arrangement. 

4.1.2 Such disclosures shall be included, where applicable, on the annual disclosure 
form, verbally prior to the applicable discussion, and documented in the meeting 
minutes. 

4.2 Violations of the Conflicts of Interest Policy 
4.2.1 If the governing board or committee has reasonable cause to believe a 

Covered Person has failed to disclose actual or possible conflicts of interest, it 
shall inform the Covered Person of the basis for such belief and afford the 
Covered Person an opportunity to explain the alleged failure to disclose. 

4.2.2 If, after hearing the Covered Person's response and after making further 
investigation as warranted by the circumstances, the governing board or 
committee determines the Covered Person has failed to disclose an actual or 
possible conflict of interest,  it shall take appropriate disciplinary and 
corrective action including asking the member to resign from his or her 
position in GHASNT or, if the person refuses to resign, the individual shall 
become subject to possible removal in accordance with GHASNT's procedures. 

4.3 Compensation 

4.3.1 A Covered Person who receives compensation, directly or indirectly, from 
GHASNT for services is precluded from voting on matters pertaining to that 
person's compensation. 

4.4 Annual Statements 

4.4.1 Each Covered Person shall annually sign a statement which affirms such person: 

4.4.1.1 Has received a copy of the conflicts of interest policy, 

4.4.1.2 Has read and understands the policy, 

4.4.1.3 Has agreed to comply with the policy, 

4.4.1.4 Understands   GHASNT  is   a   non-profit   Section   501(c)(3)   tax-
exempt organization and in order to maintain its federal tax 
exemption it must engage primarily in activities which accomplish one 
or more of its tax-exempt purposes, and 

4.4.1.5 Discloses interests that could give rise to conflicts of interest. This 
may include a list of family members, substantial business or investment 
holdings, other transactions or affiliations with businesses and other 
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organizations and those of family members, and personal affiliations 
(See Attachment A, Disclosure Form). 

4.4.1.6 If at any time during the year, the information in the annual 
statement changes materially, the person shall disclose such changes 
and revise the Annual Disclosure Form. 

4.5 Periodic Review of Transactions 

4.5.1 GHASNT Chairman of the Board or his/her designee will monitor proposed 
or ongoing transactions for conflicts of interest and disclose them to the Board 
in order to deal with potential or actual conflicts, whether discovered before or 
after the transaction has occurred. 

4.6 Use of Outside Experts 

4.6.1 When conducting the periodic reviews as provided for in Section 4.5 of this policy, 
GHASNT may, but need not, use outside advisors. 

5.0 Procedures 

5.1 The GHASNT Chairman of the Board shall distribute 30 days prior to the September 
technical meeting to all Covered Persons a copy of Policy B-1, Conflict of Interest / 
Duality Policy and Annual Disclosure Form. 

5.1.2  Each Covered Person shall complete the Annual Disclosure Form and return it to 
the GHASNT Chairman of the Board 14 days prior to the September meeting. 

5.1.3 Individuals shall not participate in meetings of the Board of Directors or 
committees with Board of Directors delegated governing powers until they have 
submitted the Annual Disclosure Form. 

5.1.4 The Chairman of the Board shall review each Annual disclosure Form and 
document their review by signing the form. 

5.2 Initial Meetings Actions 

5.2.1 Each applicable meeting agenda shall include conflict of interest disclosure 
prior to consideration of business items. 

5.2.2  This shall include a tabulation of Annual Disclosure Forms received and 
reviewed in accordance with paragraph 5.1.4. 

5.2.3  Each participant shall also disclose potential conflicts regarding planned 
agenda items. These disclosures shall be recorded in the meeting minutes. 

5.3 Results of Disclosure 

5.3.1 Individuals who have identified a potential conflict shall: 

5.3.1.1 Leave the room during deliberation and voting, or 

5.3.1.2 If the individual believes the potential conflict does not impact 
their fiduciary responsibility to GHASNT, after disclosure of the financial 
interest or duality of interest and all material facts and following any 
discussion with the Covered Person, he/she shall leave the governing 
board or committee meeting while the determination of a conflict of 
interest is discussed and voted upon. The remaining board or committee 
members shall decide if an actual conflict of interest exists. 

5.3.2 The individual may make a presentation at the governing board or committee 
meeting, but after the presentation, he/she shall leave the meeting during 
the discussion of, and the vote on, the transaction or arrangement involving the 
possible conflict of interest. 
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5.4 Actions During Agenda Item Discussions 

5.4.1  The names of the persons who were present for discussions and votes relating 

to the transaction or arrangement, the content of the discussion, including any 

alternatives to the proposed transaction or arrangement, and a record of any 

votes taken in connection with the proceedings shall be recorded in the minutes. 

5.5 When Actions are Beneficial to Covered Person's Private Interests 

5.5.1 The Chairman of Board of Directors or committee shall, if appropriate, appoint 

a disinterested person or committee to investigate alternatives to the 

proposed transaction or arrangement. 

5.5.2 After exercising due diligence, the governing board or committee shall  

determine whether GHASNT can obtain with reasonable efforts a more 

advantageous transaction or arrangement from a person or entity that would 

not give rise to a conflict of interest. 

5.6 If a more advantageous transaction or arrangement is not reasonably possible  under  

circumstances not producing a conflict of interest, the governing board or committee 

shall determine by a majority vote of the disinterested directors whether the transaction or 

arrangement is in GHASNT's best interest, for its own benefit, and whether it is fair and 

reasonable. In conformity with the above determination it shall make its decision as to 

whether to enter into the transaction or arrangement. 
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ATTACHMENT A 

 

CONFLICT OF INTEREST / DUALITY ANNUAL DISCLOSURE FORM 
1. Name:   
 
2. Position: Circle all that apply and list your specific position or title, as applicable. 
 
 Director 
 Officer 
 Committee Member 
 Key employee or contractor 
 
3. I affirm the following: 
 

 I have received a copy of the GHASNT Conflict of Interest Policy.              (initial) 

 I have read and understand the Policy.             (initial) 

 I agreed to comply with the policy.            (initial) 

 I understand that GHASNT is a non-profit Section 501(c)(3) tax exempt organization and in order 
to maintain its federal exemption it must engage primarily in activities which accomplish one or 
more of its tax exempt purposes.            (initial) 

 
4. Disclosures: 
 

Financial Interest:  To the best of your knowledge, please list any financial interests which may 
create a conflict of interest between you and GHASNT (see definition in Policy): 

 
 
 
 

 
Duality of Interest:  To the best of your knowledge, please list any duality of interests which may 
create a conflict of interest between you and GHASNT (see definition in Policy): 
 
 
 
 
 
I have read the Policy attached hereto and attest that the disclosures above are true and 
complete to the best of my knowledge.  If at any time following the submission of this form I 
become aware of any actual or [potential conflict of interest or of information provided above 
becomes materially inaccurate or incomplete, I will promptly notify the GHASNT Chairman of the 
Board. 
 
Signature:         Date: 
 
 
Print Name: 
 
 
 
Chairman of Board Reviewed:    
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2.4 SCHOLARSHIP PROCEDURE 

 

Revision Table 

Date Revision Person Description 

7/13/2016 1 BOD New Procedure developed by J. Fulin and approved by BOD 

    

    

 

BOD notes: There are two categories of scholarships offered by the Section; Charles N. Sherlock 
Memorial Scholarship Award and Gerald E. Smith Memorial Scholarship Award. An applicant may apply 
either category based his/her eligibility. The application form in Attachment A shall be used for either 
category.  

 

 

 

 

AMERICAN SOCIETY FOR NONDESTRUCTIVE TESTING - GREATER HOUSTON SECTION 

CHARLES N. SHERLOCK MEMORIAL SCHOLARSHIP AWARD 

 
1. PURPOSE 

 
To encourage the study of nondestructive testing (NDT) as a profession by providing financial 
assistance to individuals pursing a program of study at an junior college or NDT training facility within 
the Houston area which leads to a degree or certificate in NDT.  Other welding, engineering and 
science related programs utilizing NDT disciplines may also be considered.  This award memorializes 
the late Charles N Sherlock, colleague and friend to many members of the Greater Houston Section. 
 

2. ELIGIBILITY FOR SCHOLARSHIP 
 
To be eligible the applicant must enroll in a NDT related course at: 
 
A. Junior college 
B. NDT training facility or school 
C. Computer/online training course 

Note: The scholarship committee will consider an award to a member of the Greater Houston Section 
applying for an award for any available NDT training course. 

 

3. SCHOLARSHIP AWARD 
 
A scholarship and a one (1) year membership to ASNT will be awarded to individuals selected by the 
GHS Scholarship Committee.  Applicant shall comply with all the procedures and rules set forth by 
the Greater Houston Section of ASNT.  The award amount will be for the cost of training course but 
may not exceed $2,500.00. The award individuals may be requested to attend and give a 
presentation at the annual student night. 
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4. NUMBER OF SCHOLARSHIP AWARDS PER YEAR 
 
There shall be neither a minimum nor maximum number of scholarship awarded each year.  If there 
are no acceptable recipients in a given year, or if the scholarship funds are not available, then the 
GHS of ASNT is not obligated to make an award.  However, if there are several equal candidates and 
the funds permit, more than one award may be approved by the Scholarship Committee. 
 

5. SCHOLARSHIP AWARD COMMITTEE 
 
The Scholarship Committee shall compose of a minimum of three members, one of which shall be a 
Director-at-Large of the GHS.  The Direct-at-Large shall serve as the Chairman of the Committee and 
responsible for the selection of additional members as approved by the Section Chairman. 
 

6. SUBMISSION OF SCHOLARSHIOP AWARD APPLICATION 
 
Submission of applications should be made prior to starting the training course; however an 
application will be reviewed prior to and after the completion of the NDT training course.  
 

 
 
 
 

AMERICAN SOCIETY FOR NONDESTRUCTIVE TESTING - GREATER HOUSTON SECTION 

GERALD E. SMITH MEMORIAL SCHOLARSHIP AWARD 

 
1. PURPOSE 

 
To encourage the study of nondestructive testing (NDT) as a profession by providing financial 
assistance to individuals pursing a program of study at a university or college within the Houston area 
which leads to a degree or certificate in NDT or related field.  Other welding, engineering and science 
related programs utilizing NDT disciplines may also be considered.  This award memorializes the late 
Gerald E. Smith, colleague and friend to many members of the Greater Houston Section. 
 

2. ELIGIBILITY FOR SCHOLARSHIP 
 
To be eligible the applicant must enroll in a NDT related course at: 
 
A. University 
B. College 

 

3. SCHOLARSHIP AWARD 
 
A scholarship and a one (1) year membership to ASNT will be awarded to individuals selected by the 
GHS Scholarship Committee.  Applicant shall comply with all the procedures and rules set forth by 
the Greater Houston Section of ASNT.  The award amount will be for the cost of training course but 
may not exceed $5000.00.  The award individuals may be requested to attend and give a 
presentation at the annual student night. 
  

4. NUMBER OF SCHOLARSHIP AWARDS PER YEAR 
 
There shall be neither a minimum nor a maximum number of scholarship awarded each year.  If there 
are no acceptable recipients in a given year, or if the scholarship funds are not available, then the 
GHS of ASNT is not obligated to make an award.  However, if there are several equal candidates and 
the funds permit, more than one award may be approved by the Scholarship Committee. 
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5. SCHOLARSHIP AWARD COMMITTEE 

 
The Scholarship Committee shall compose of a minimum of three members, one of which shall be a 
Director-at-Large of the GHS.  The Direct-at-Large shall serve as the Chairman of the Committee and 
responsible for the selection of additional members as approved by the Section Chairman. 
 

6. SUBMISSION OF SCHOLARSHIOP AWARD APPLICATION 
 
Submission of applications should be made prior to starting the training course; however an 
application will be reviewed prior to and after the completion of the NDT training course.  
 
 
 
 
 

ATTACHMENT A 

APPLICATION FORM 

(Please clearly print or type all information and refer to requirements and guidelines) 
 
Applicants Name:        Age:    
 
Address:    City:   State:   Zip:   
 
ASNT Member:  Yes     No   Current or Past Military Member:  Yes     No 
 
What NDT Certifications do you hold?         
 
Name of Training School:           
 
Complete Address of School:          
 
Course of Study:   Training Hours of Course: NDT Training Course Fee:  
 
Name of Instructor:            
 
NDT Related Courses Completed:          
 
Applicant shall attach the following additional information: A. Copy of current transcript of study, B. 
Degree/Certification curriculum showing classroom hours of NDT course work you will be taking.  C. 
Educational background.  D. A letter signed by university’s instructor, training director, of official 
verifying your enrollment.  E. An essay of 250 words or less why you should receive the Scholarship 
award with contact information, telephone and/or e-mail. 
 
Return Application form along with additional information to:  Scholarship Award Chairman, Greater 
Houston Section of ASNT, P. O. Box 2602, Houston, Texas 77252 
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2.5 BOD OPERATION PROCEDURE 

2.5.1 SCOPE 

This BOD Operation Procedure specifies how the BOD operates throughout the fiscal year.  

2.5.2 GENERAL 

This Procedure has been developed based on the Section's Bylaws and the principles describe in 
Paragraph 1.1.1, the Board of Directors (BOD), of this manual. It does not include all the information 
contained in the Bylaws. Rather, it is intended to provide more practical guidelines for the yearly operation 
of the Board. Should there be conflicts between this Procedure and Section's Bylaws, the Bylaws shall 
prevail. 

2.5.3 RESPONSIBILITIES 

It is the responsibility of the BOD to tend all fairs of the Section and its membership. The Bylaws also 
defines the BOD as a mentoring role to the EC of the Section. The responsibilities of the BOD mainly 
include: 

 Set the Section's organizational direction 
o Strategic planning and thinking 
o Sections mission, goals and future visions 
o Sections organizational values 

 Ensure the Section has necessary resources for program and services 
o Ensure there are adequate resources for Section programs and services 
o Promote a positive public image 
o Ensure the presence of a capable and responsible Board of Directors 

 Provide oversight for the Sections operations  
o Approve the annual operational plans 
o Oversee financial management 
o Minimize exposure to risk 
o Measure the Sections progress on the strategic plan and goals 
o Monitor the programs and services 
o Provide the Sections legal and moral oversight 
o Evaluate the Sections programs and services 

2.5.4 PROCEDURES 

2.5.4.1 MEMBERSHIP 

The membership of the BOD is specified in the Bylaws of the Section. It is consisted of the immediate 
past Chairman, current Chairman, current Vice Chair, current Treasurer and current Secretary of the 
Section, and the Directors-at-Large. All national Directors which are members of the Section shall be an 
ex-officio member, without vote. 

In practice, it is recommended to have one or more dedicated, experienced, past BOD members or EC 
members to serve, either as one of the officers of the Section, or as one Directors-at-Large.  

2.5.4.2 MEETINGS 

The BOD should meet once every quarter, or as needed. A BOD meeting shall be called by the Chairman 
of the Board. Either the Chairman or the Secretary shall be responsible for preparing and circulating the 
agenda to the Board members well in advance of the meeting. 

One BOD meeting should be conducted in the summer, after the new BOD members installed and before 
the form of the EC of the coming year. In this BOD meeting, the Chairman of the Board shall obtain the 
acknowledgement from all board members the awareness of Policy B-1, Conflict of Interest / Duality 
Policy and secure signature from all board members on CONFLICT OF INTEREST / DUALITY ANNUAL 
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DISCLOSURE FORM. Preferably in the first meeting of the Board, a training should be delivered to all 
board members by one or more senior board members. The training should include the following topics: 

 Section Bylaws 

 This BOD Operation Procedure 

 GHASNT Member Code of Ethics 

 GHASNT Conflict of Interest / Duality Policy 

 This Manual 

One BOD meeting should be conducted between January and March to nominate and approve the BOD 
members of the coming year. 

The timing of other BOD meetings should be determined by the need of the Section and at the discretion 
of the Chairman. 

Generally the other agenda of the BOD meeting shall cover all the topics listed under Paragraph 2.3.3, 
RESPONSIBILITIES, of this Procedure. 

Minutes of the BOD meeting shall be recorded, distributed to all board members and documented in 
GHASNT archives.  
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3 RESPONSIBILITIES & JOB DESCRIPTION 

The responsibilities and job description of elected officers and the members of the EC are discussed in 
this part of the document. 

3.1 RESPONSIBILITIES 

Through election to a Section office, an individual is chosen by the members of the Section to operate 
part of the Section activity for the benefit of the Section's membership.  The Section is the foundation of 
the National Society, and is, therefore, most important to the health and growth of ASNT. This document 
is designed to assist the GHASNT in the organization and operation of the Section. These guidelines 
have been established as the result of experience, and are not intended to be restrictive. 

Experience has shown that progression in offices is the only effective means of strengthening the 
Section, so that continuity of programs and policies can be maintained. Continuing an individual in a 
single office for longer than one term is the beginning of Section stagnation, and as such is to be avoided. 
The more involvement by individual members, the healthier the Section becomes. 

An elective office progression is as follows: 

 Directors-At-Large (two or three each year from the active membership for two years) 

 Secretary 

 Treasurer 

 Vice Chairman 

 Chairman 

 Past Chairman 

This progression provides training and proving ground for those considered qualified to perform in the 
offices of the Section.  After two years of participation in the EC activities, an individual becomes aware of 
the responsibilities and procedures in Section operation.  These EC members are also available to fill a 
vacancy in the offices in the event that one occurs during the year.  In using progression in the offices, an 
individual is not asked to perform a job with which they are totally unfamiliar.  This results in a strong and 
effective Section. 

3.2 FORMAT FOR JOB DESCRIPTIONS 

The job description for different roles within the EC starts with the position title, followed by the scope, 
primary responsibilities, and supportive responsibilities if there are any, committee memberships, and 
reporting requirements, as shown below.  

POSITION TITLE 

Scope 

A one paragraph narrative description of major job functions and responsibilities that briefly and explicitly 
defines the overall scope and purpose of this position. 

Note: Duplication of information under the following headings should be kept to an absolute minimum.  
Select the most suitable category (Primary Responsibility); or each job activity or function, and begin each 
sentence with an action verb (e.g. prepare, recommend, compile, issue, etc.). 

Primary Responsibilities 

List the major functions and activities for which this position has primary responsibility.  If not evident, 
indicate the source(s) of supporting input, i.e., Committee, or Position from whom input is required. 

Supportive Responsibilities 

List the major functions and activities that require input from this position.  If not evident, indicate the type, 
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nature, and frequency of input; and to whom the input is provided. 

Committee Memberships 

Specify the committees on which this position has automatic membership, and the function, i.e. 
Chairman, Member, Ex-officio Member, etc. 

Reporting Requirements 

Specify the type, frequency, and recipient(s) of reports from this position, i.e., written reports or semi-
annual oral reports to EC, etc. 
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3.3 JOB DESCRIPTION OF ALL POSITIONS 

3.3.1 BOARD OF DIRECTOR 

Scope 

The Board of Directors for the Greater Houston Section of ANST is to provide direction in setting the 
Sections organizational path, to ensure there are necessary resources for the services provided for the 
Sections membership, and provide oversight of the Sections financial and operational management.  The 
Board of Directors should meet once each quarter but as often as necessary to fulfill its obligations.  

Primary Responsibilities 

 Set the Section's organizational direction 

o Engage in strategic planning and thinking 

o Set the Sections mission, goals and future visions 

o Establish the Sections organizational values 

o Approve the annual operational plans   

 Ensure the Section has necessary resources for program and services 

o Provide leadership 

o Ensure there are adequate resources for Section programs and services 

o Promote a positive public image 

o Ensure the presence of a capable and responsible Board of Directors   

 Provide oversight for the Sections operations  

o Oversee financial management 

o Minimize exposure to risk 

o Measure the Sections progress on the strategic plan and goals 

o Monitor the programs and services 

o Provide the Sections legal and moral oversight 

o Evaluate the Sections programs and services 

 Appoint committees as necessary to carry out BOD functions; these committees will report 

directly to the BOD 

Chairman and Membership 

The membership of the BOD shall consist of the Chairman of the Board who is the immediate past 
Section Chairman, current Section Chairman, current Section Vice Chairman, current Secretary, and 
current Directors at Large who are members of the GHASNT. Board members have voting rights for 
decisions made by the BOD.  Current National Directors are an ex-officio member without vote. 

Reporting Requirements 

The Board of Directors reports to the general membership of the GHASNT. 
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3.3.2 EXECUTIVE COMMITTEE 

Scope 

The EC is responsible for managing the operations of the Section in accordance with its Bylaws and 
approved policies. The Committee is responsible for coordinating the implementation of the goals and 
programs approved by the Section's voluntary organizations. This Committee shall meet at least once a 
month. Additional meetings shall be held at the request of the Chairman of the Section or a majority of the 
members of this Committee. 

Primary Responsibilities 

The EC shall: 

 Develop recommendations on policy, Section operations, financial plans, and other action which 
require the Committee's approval. 

 Authorize the formation of committees and specify the responsibilities assigned to each. 

 Establish timetables to insure that the responsibilities are performed as appropriate. 

 Coordinate and implement the goals of the Section and the Society. 

 Evaluate, discuss, and vote on appropriate issues which are presented at the EC meetings. 

Chairman and Membership 

The Chairman of the Section shall be the Chairman of the EC.  Other committee members are the Vice 
Chairman, Treasurer, Secretary, Directors-tt-Large, 1st, & 2nd Year Directors, and other Standing 
Committee Chairman and members appointed by the Chairman of the Section. 

Reporting Requirements 

The EC reports to the Board of Directors. 
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3.3.3 CHAIRMAN 

Scope 

Authorize, schedule, and preside at all meetings of the EC and the Section, and assure that the Section 
functions effectively during and between meetings.  Shall have general administrative charge of the 
affairs of the Section.  Projects the Section's image, goals and activities through concerted and planned 
efforts. 

Term of Office 

Shall be elected by the Section's membership for a term of one year. The term of office shall be from July 
1st through the following June 30th. 

Primary Responsibilities 

The Chairman of the Section has the responsibility for successfully conducting the affairs of the Section, 
as established by the Section's EC. The Section's activities, the success of its meetings, the caliber of its 
programs, its educational work and financial position are the general responsibilities of the Chairman. The 
success of the Section depends upon the ability of the Chairman to delegate authority, and to make 
certain that the duties of the Committee members are performed. An example meeting agenda and a 
checklist which may help the Chairman conduct Section business are attached. 

As executive head of the Section and ex officio member of all Section Committees, the Chairman: 

 Appoints necessary Committee Chairmen prior to the expiration of the term of existing Chairmen. 

 Calls meetings of the Section and the EC, and establishes items on the agenda. 

 Assures that all "action items" are completed. 

 Conducts all correspondence necessary to ensure coordination of the Section activities. 

 Represents the Section, advances its name and promotes its philosophies where possible. 

 The incoming Chairman represents or delegates representation of the Section for section 
leadership training program presented at ISC or during conferences and at the Section 
Leadership meetings. 

 Assures Section input to National Nominating and Awards Committees. 

 Is primarily responsible for the documentation necessary to receive President's Award credit; may 
delegate this responsibility to Vice Chairman or any member of the EC. 

 Communicates all information received from ISC to the section membership. 

 Assures submittal of the list of new officers and directors for the Section to ISC at the beginning 
of the program year.  (See President's Award manual for detail and due date). 

 Maintains Section Leadership Manual; insures the Manual is given to the incoming Chairman. 

 Presides at all meetings of the Section and EC. 

 Review Section Bylaws to ensure they are up-to-date and that a copy is on file at ISC. 

 Invite Regional Director or National Officer to a Section Meeting. Submit request to National for 
Presidents Points.   

In order to insure assigned duties for the year are being carried out, it is recommended that the Chairman 
hold an EC meeting at least once a month.  It is at these meetings that affairs of the Section are 
discussed, action items are assigned, and methods of action are determined. 

The Chairman should have an agenda prepared and distributed one week prior to the meeting.  The 
Chairman should preside over the meeting; his or her job is to make sure the prepared agenda is followed 
and to maintain order. 

Chairman and Membership 

The Chairman of the Section is an ex officio member of all Section Committees, and is the Chairman of 
the EC, and member of the BOD. 

Reporting Requirements 

The Chairman of the Section shall report directly to the BOD. 
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SUGGESTED AGENDA FORMAT 

 

AGENDA 

Greater Houston Section Executive Committee Meeting 

May 10, 20XX, at Brady’s Landing 

5:30 PM 

 

 I. Call Meeting to Order (ON TIME!) 

 II. Reading/Approval of Old Minutes (minutes should be kept, distributed and read by 
the section secretary) 

 III. Treasurer's Report 

 IV. Committee Reports 

   Arrangements Committee 

   Bylaws Committee 

   Educational committee 

   Finance Committee 

   History 

   Golf Outing 

   Membership committee 

   Nominating committee 

   Scholarship Awards Committee 

   Social Committee 

   Sponsors Committee 

   President’s Points 

   Programs Committee  

   Technician-of-the-Year Committee 

   Topical Conferences Committee 

   Vendors Night Committee 

   Website Committee 

   Yearbook/Newsletter Committee 

 V. Action items assigned and discussed 

 VI. Old Business 

 VII. New Business 

 VIII. ADJOURN 
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CHECKLIST FOR CHAIRMAN OF SECTION 

 Date Task 

 Jul 7 
Invite EC members to summer meetings to prepare EC for the next year.  

Invite EC Members for monthly EC meetings throughout the year. 

 Aug 15 

Appoint and vote (if needed) for all committee chairmen in an EC meeting. 

Make sure Yearbook is planned. 

Make sure Program is planned. 

Make sure Section roster has been sent in to ASNT. 

Make sure Section budget has been sent in to ASNT. 

 Aug 30 
Finalize Christmas party plan and work with Arrangement Committee Chairman to 
secure venue and time. 

 Sep 15 

Make sure fall education is planned in EC meeting. If Education Chairman is not in 
the EC meeting, follow-up with him/her. 

Make sure Scholar has been planned in EC meeting. If Scholar Chairman is not in 
the EC meeting, follow-up is necessary. 

 Oct 15 

Make sure Golf is planned in EC meeting, if not already. If Golf Chairman is not in 
the EC meeting, follow-up with him/her.  

Confirm Christmas party arrangement. 

 Oct 31 
Share President Point first quarter result with Vice Chairman and offer help if 
needed. 

 Nov 15 
Make sure nomination activities are on schedule in EC meeting. Follow-up with 
Nomination Chairman if necessary. 

 Jan 15 

Make sure spring education is planned in EC meeting. If Education Chairman is not 
in the EC meeting, follow-up with him/her. 

Make sure the names are provided by the nominating committee for the Feb news 
letter 

Make sure Vendor's Night is planned in EC meeting. 

 Jan 31 
Share President Point second quarter result with Vice Chairman and offer help if 
needed. 

 Feb 1 
Remind Treasurer to prepare Treasure Report. The Report shall be presented in 
the Annual Business Meeting in March. 

 Feb 15 

Finalize Family plan and work with Arrangement Committee Chairman to secure 
venue and time. 

Check the status of Vendor's Night with Vice Chairman. 

 Mar 1 
Prepare presentation for the Annual Business meeting to be held at the March 
meeting, ensure the Treasure’s report will be provided at annual business meeting. 

 Apr 30 
Share President Point third quarter result with Vice Chairman and offer help if 
needed. 

 May 31 Remind all members to review and revise procedure and/or checklist of his/her role. 

 Jun 30 
Assemble and revise this document based on members' feedback. 
Send this document to the in-coming Chairman of the Section and EC. 
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3.3.4 VICE CHAIRMAN 

Scope 

Serves as "Chairman of the Section-in-training" and assume the duties and responsibilities of the 
Chairman of the Section when the Chairman is absent. 

Term of Office 

Shall be elected by the Section's membership for a term of one year.  The term of office shall be from July 
1st through the following June 30th. 

Primary Responsibilities 

In addition to assuming the duties and responsibilities of the Chairman of the Section in the Chairman's 
absence, the Vice Chairman: 

 Performs such duties as may be prescribed in the Section's Bylaws, and also as prescribed by 
the Chairman of the Section. 

 Follows up timetables of the Secretary and Treasurer to assure adherence. 

 Responsible (delegated) for submitting the documentation necessary to receive President's 
Award credit.  

 Encourages activities of the Section which result in points toward the President's Award.  

 Responsible for submitting monthly meeting announcements and Section news to ASNT’s ISC for 
publications in Materials Evaluation and to receive President Points. 

 Vendor’s Night Chairman (delegated) 

Chairman and Membership 

The Vice Chairman shall be a member of the BOD, EC, and shall serve as Chairman of the Vendor's 
Night Committee and shall assist the Yearbook Committee. 

Reporting Requirements 

The Vice Chairman shall report directly to the Chairman of the Section and the EC on activities of the 
committees the Vice Chairman chairs.  
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3.3.5 TREASURER 

Scope 

Responsible for assuring that complete and accurate records of all monies received and disbursed by or 
on behalf of the Section are maintained, and that proper receipts are secured for all monies that are 
disbursed.  Serve as the financial officer of the Section, and prepare reports on the financial status of the 
Section.  In addition, perform such other duties as are assigned by the Chairman of the Section and/or 
the EC. 

Term of Office 

Shall be elected by the Section's membership for a term of one year.  The term of office shall be from July 
1st through the following June 30th. 

Primary Responsibilities 

The Treasurer shall: 

 Assist in the preparation of the annual Budget, and submit these to the BOD for approval. 

 Review performance (actual income and expenses) with respect to the budget on a quarterly 
basis and report to the EC. 

 Review all proposals for expenditures exceeding $1000.00, and provide recommendations to the 
EC. 

 Prepare and present the Treasurer's report at the BOD and EC meetings.  This shall include a 
report on the status of all outstanding invoices. 

 Assure the Section Officers are appropriately bonded as required and approved by the EC. 

 Assist in the periodic and annual audits of the Section's financial transactions. 

 Collect the monies received at regular meetings and at educational training programs. 

 Present a Treasurers Report to the section at the annual business meeting scheduled for every 
March. The Report may be presented jointly by the Treasurer and the Finance Committee Chair. 

Chairman and Membership 

The Treasurer shall be a member of the following committees: 

 BOD 

 EC 

 Finance Committee 

The Treasurer may be requested to serve on other committees, work groups, or activities as directed by 
the Chairman of the Section and the EC to assist in assuring a successful Section year. 

Reporting Requirements 

The Treasurer shall report directly to the Chairman of the Section and the EC. 
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3.3.6 SECRETARY 

Scope 

Responsible for assuring that adequate records of the Section's activities are generated and maintained.  
This includes the preparation and distribution of minutes for all EC meetings.  The Secretary shall assure 
that a Master File of these records is maintained and safeguarded. 

Term of Office 

Shall be elected by the Section's membership for a term of one year.  The term of office shall be from July 
1st through the following June 30th. 

Primary Responsibilities 

The Secretary shall: 

 Prepare and mail monthly meeting notices. 

 Prepare and distribute the monthly EC Meeting minutes (within 31 days of meetings). 

 Prepare and distribute to each EC member a list of names, mailing addresses, and telephone 
numbers of all members of the EC. 

 Assist other Committee Chairmen in preparing and mailing fliers for events (i.e. Educational, 
Social, etc.) 

 Assist in regularly checking of the Section's P. O. Box.  

 Maintain Section's correspondence and records. 

 Obtain information needed to publish monthly meeting notice and/or educational programs.  
Notices should be mailed to the Section's membership at least ten days prior to the monthly 
meeting. 

 Responsible for taking photographs at monthly meetings and other associated Section activities. 

 Participate in various Section's Committees, work groups, or other activities as directed by the 
EC. 

 Perform other activities as directed by the Chairman of the Section, Vice Chairman, and the EC. 

 Attend Section's monthly meetings, EC meetings, and any other meetings called by the Chairman 
of the Section and/or the EC. 

 Promote GHASNT Fall/Spring Educational seminar to five schools or other technical societies—
submit names to National for Presidents Points. 

 Promote ASNT membership to five nonmember companies—submit names to National for 
Presidents Points. 

Chairman and Membership 

The Secretary shall be a member of the following committees: 

 BOD 

 EC 

 Bylaws Committee 

The Secretary may be requested to serve on other committees, work groups, or activities as directed by 
the Chairman of the Section and the EC to assist in assuring a successful Section year. 

Reporting Requirements 

The Secretary shall report directly to the Chairman of the Section and the EC. 
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3.3.7 DIRECTOR-AT-LARGE 

Scope 

Assist in the determination of Section's policy, and otherwise act in an advisory capacity to the incumbent 
Chairman, and the Section in general. 

Term of Office 

Shall be elected by the Section's membership for a term of two years.  The term shall be staggered so 
that two Directors-at-Large is voted upon each year.  The term of office shall be from July 1st of the year 
elected and end on June 30th of the second year of office. 

Primary Responsibilities 

The Director-at-Large shall: 

 Assist in the determination of Section's policy. 

 Act in an advisory capacity to the BOD, incumbent Chairman, and the Section in general. 

 Fill a vacancy, when suitable appointment cannot be made from the membership at large by the 
Chairman of the Section. 

Chairman and Membership 

The Director-at-Large shall be a member of the following committees: 

 BOD 

 EC 

 Financial Committee 

 Scholarship Awards Committee 

 Bylaws Committee 

The Director-at-Large may be requested to serve on other committees, work groups, or activities as 
directed by the Chairman of the Section and the EC to assist in assuring a successful Section year. 

Reporting Requirements 

The Director-at-Large shall report directly to the BOD, Chairman of the Section, and the EC. 
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3.3.8 ARRANGEMENTS COMMITTEE CHAIRMAN 

Scope 

Responsible for assuring the arrangements for monthly meetings of the Section, and EC meetings. 

Term of Office 

Shall be appointed for a one year term by the Chairman of the Section and shall receive approval of this 
appointment from the EC.  The term of this appointment shall be from July 1st through the following June 
30th. 

Primary Responsibilities 

The Arrangements Committee Chairman shall: 

 Prepare and submit for approval by the EC an annual budget for the Arrangements Committee. 

 Make necessary arrangements for monthly meetings of the Section, and EC meeting facilities and 
guaranteed meals. 

 Coordinate with the Program Committee Chairman as to dates for meetings of the Section, and 
the specific needs of the various scheduled speaker(s). 

 Obtain speaker gift(s) and door prizes. 

Chairman and Membership 

The Arrangements Committee Chairman shall be a member of the following committees: 

 EC 

 Arrangements Committee 

 Program Committee 

 Social Committee 

The Arrangements Committee Chairman may be asked to serve on other committees, work groups, or 
activities as directed by the Chairman of the Section and the EC to assist in assuring a successful Section 
year. 

Reporting Requirements 

The Arrangements Committee Chairman shall report directly to the Chairman of the Section and the EC. 
  



  RESPONSIBILITIES & JOB DESCRIPTION 

34 

 

3.3.9 BYLAWS COMMITTEE CHAIRMAN 

Scope 

Formulate and draft revisions and amendments to the Section's Bylaws. In addition, review, develop, and 
maintain Policy and Procedure Manual (this document) to govern the administrative activities of the 
Section, and assure that these are distributed to Section Policy Manual holders. 

Term of Office 

Shall be appointed for a one year term by the Chairman of the Section and shall receive approval of this 
appointment from the EC.  The term of this appointment shall be from July 1st through the following June 
30th. 

Primary Responsibilities 

The Bylaws Committee Chairman shall: 

 Prepare and submit for approval by the EC an annual budget for the Constitution, Bylaws, and 
Policy Manual Committee. 

 Periodically review the Section's Bylaws, and asses the effectiveness of these documents with 
respect to the contemporary policies, goals, and objectives of the Section and the Society. 

 Monitor changes in the ASNT’s Constitution & Bylaws and recommend changes, as appropriate, 
to Section's Constitution and Bylaws. 

 Develop proposed revisions, modifications, and correction to the Bylaws for submission to the 
EC.  Justify the need for such changes, in writing or by oral presentations, as appropriate.  
Conduct annual reviews of the Operating Policies and Procedures which govern the Section 
Officers, the EC, and standing committees; and develop proposed revisions, as appropriate. 

 Maintain a Master Policy Manual in a completely up-to-date condition, and assure that this 
Manual is available for reference at all EC meetings. 

 Periodically review the existing Section Officers, EC, and standing committee member’s job 
descriptions, and develop new job descriptions as necessary.  Assure that the EC approved job 
descriptions are distributed to all holders of the Section's Policy Manual. 

Supportive Responsibilities  

The Bylaws Committee Chairman shall: 

 Assure that the legal aspects of all Section actions are adequately reviewed. 

Chairman and Membership 

The Bylaws Committee Chairman shall be a member of the following committees: 

 EC 

 Bylaws Committee 

The Bylaws Committee Chairman may be asked to serve on other committees, work groups, or activities 
as directed by the Chairman of the Section and the EC to assist in assuring a successful Section year. 

Reporting Requirements 

The Bylaws Committee Chairman shall report directly to the Chairman of the Section and the EC.  
Proposed revisions or additions to the Section's Bylaws and Policy Manual may be submitted to the EC 
for consideration at any time.  However, such proposals may not be approved by the EC unless the 
Committee members have been given a copy at least 45 days prior to the meeting at which they are to be 
voted upon. 
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3.3.10 EDUCATIONAL COMMITTEE CHAIRMAN 

Scope 

Responsible for determining the wants and needs of the Section's membership with regard to continuing 
education, and developing the appropriate programs to fit these needs. 

Term of Office 

Shall be appointed for a one year term by the Chairman of the Section and shall receive approval of this 
appointment from the EC.  The term of this appointment shall be from July 1st through the following June 
30th. 

Primary Responsibilities 

The Educational Committee Chairman shall: 

 Prepare and submit for approval by the EC an annual budget for the Educational Committee. 

 Determining the wants and needs of the membership with regard to continuing education. 

 Seek out the help of other members from the various fields to aid in the determination of what 
type of programs are required. 

 Organize two (2) to three (3) educational programs per year. 

 Contact ISC during the organizing of each program to obtain information regarding CEU credits 
for the program participants. 

 Arrange for speakers at educational program. 

 Make arrangements for a location to hold educational program that is easily accessible to a large 
majority of the membership once a seminar is planned. 

 With the help of the Section's Secretary, put together and mail out flyers announcing educational 
program.  This flyer should also include a registration form to be filled out and returned to the 
Educational Committee Chairman. 

 At the conclusion of the educational program, the Educational Committee Chairman shall prepare 
an accounting of funds received for registration and funds dispersed for payment to speakers 
and/or facilities for room and meals. 

 Ensure that certificates of attendance are provided to each attendee of the program. 

 Forward to ISC, within the prescribed time frame, a list of all attendees and course evaluation 
forms so that CEU credits may be obtained by the attendee. 

Chairman and Membership 

The Educational Committee Chairman shall be a member of the following committees: 

 EC 

 Educational Committee 

The Education Committee Chairman may be asked to serve on other committees, work groups, or 
activities as directed by the Chairman of the Section and the EC to assist in assuring a successful Section 
year. 

Reporting Requirements 

The Educational Committee Chairman shall report directly to the Chairman of the Section and the EC. 
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3.3.11 FINANCE COMMITTEE CHAIRMAN 

Scope 

Responsible for verifying that complete and accurate records of all monies received and disbursed by or 
on behalf of the Section are maintained, and that proper receipts are secured for all monies that are 
disbursed. 

Term of Office 

Shall be appointed for a one year term by the Chairman of the Section and shall receive approval of this 
appointment from the EC.  The term of this appointment shall be from July 1st through the following June 
30th. 

Primary Responsibilities 

The Finance Committee Chairman shall: 

 Prepare and submit for approval by the EC an annual budget for the Finance Committee. 

 Audit, review and evaluate the accuracy of the Section's financial records at least four times per 
year and report results to the EC. 

 Make recommendations on actions which shall be taken to correct any deficiencies which are 
noted during an audit. 

Chairman and Membership 

The Finance Committee Chairman shall be a member of the following committees: 

 EC 

 Financial Committee 

The Finance Committee Chairman may be asked to serve on other committees, work groups, or activities 
as directed by the Chairman of the Section and the EC to assist in assuring a successful Section year. 

Reporting Requirements 

The Financial Committee Chairman shall report directly to the Chairman of the Section and the EC. 
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3.3.12 MEMBERSHIP COMMITTEE CHAIRMAN 

Scope 

Responsible for all efforts to secure new members, maintain old members, and to encourage membership 
growth; both in the Section and in the interests of ASNT. 

Term of Office 

Shall be appointed for a one year term by the Chairman of the Section and shall receive approval of this 
appointment from the EC.  The term of this appointment shall be from July 1st through the following June 
30th. 

Primary Responsibilities 

The Membership Committee Chairman shall: 

 Prepare and submit for approval by the EC an annual budget for the Membership Committee. 

 Set membership retention and growth goals for the Section. 

 Record progress for periodical reporting to the Chairman of the Section and the EC. 

 Maintain updated roster of the Section. 

 Communicate with Chairman of the Section, the EC, and ISC. 

 Recruit new members for the Section. 

 Follow-up on past-due membership dues. 

 Personally contact each new member. 

 Notify ISC of long-time members (for proper recognition). 

Supportive Responsibilities 

The Membership Committee Chairman shall: 

 Work with the ISC membership Chairman, and ISC to assist in ways and means for obtaining and 
maintaining membership. 

 Follow the ASNT Membership Campaign. 

 Set up a plan to contact all old members prior to the start of the new season (August) and STICK TO IT! 

 Establish an award for the member bringing in the most new members. 

 Consider including membership in ASNT as a part of the fee for Educational Program Registration by 
nonmembers. 

 Announce and introduce new members at each monthly meeting of the Section. 

 Have membership applications available at all meetings. 

 Set up a telephone committee for contacting the members just prior to a meeting to remind them of the 
meeting.  This same committee can also be used to remind members that are due to renew and those who 
may have expired.  This is an excellent way to boost meeting attendance, as well as your section's retention 
rate. 

 Get the members of the Section to attend monthly activities!  One successful plan is to invite the spouses 
and plan special programs for them. 

 Announce the names of the members that have given guest lectures to other ASNT Sections or other 
Societies.  Keep your membership informed of happenings from National Headquarters. 

Chairman and Membership 

The Membership Committee Chairman shall be a member of the following committees: 

 EC 

 Membership Committee 

The Membership Committee Chairman may be asked to serve on other committees, work groups, or 
activities as directed by the Chairman of the Section and the EC to assist in assuring a successful Section 
year. 

Reporting Requirements 

The Membership Committee Chairman shall report directly to the Chairman of the Section and the EC. 
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3.3.13 NOMINATING COMMITTEE CHAIRMAN 

Scope 

Responsible for selection of the candidates who have expressed their willingness to serve as officers and 
directors-at-large for the Section. 

Term of Office 

The immediate Past Chairman of the Section (1st Year Director) shall be given preference as Nominating 
Committee Chairman.  If the Past Chairman is unable then the 2nd Year Directors shall be given 
preference to serve as Nominating Committee Chairmen.  The term of this Chairmanship shall be from 
July 1st through the following June 30th. 

Primary Responsibilities 

The Nominating Committee Chairman shall: 

 Interview potential candidates who have expressed their willingness to serve. 

 Obtain commitment from potential candidates that they will serve for their entire term of office if 
they are elected. 

 Obtain assurances from potential candidates that their employer will support them for their entire 
term of office if they are elected. 

 Inform the Chairman of the Section and the EC prior to February's Section meeting of the 
Committee's selection for nomination. 

 Nominate candidates for ASNT Fellow, Mentoring Award, Meritorious Service Award, Robert 
McMaster Gold Medal, and Young NDT Professional. Submit nominations to National before Feb. 
1st deadline.  

Chairman and Membership 

The Nominating Committee Chairman shall be a member of the following committees: 

 EC 

 Nominating Committee 

The Nominating Committee Chairman may be asked to serve on other committees, work groups, or 
activities as directed by the Chairman of the Section and the EC to assist in assuring a successful Section 
year. 

Reporting Requirements 

The Nominating Committee Chairman shall report directly to the Chairman of the Section and the EC. 
 

CHECKLIST FOR NOMINATING COMMITTEE 

 Date Task 

 Ongoing Nomination of members for Local and National Awards. Note* a submission of “No 
Nomination” for National Awards is required to achieve Presidents Points if no 
member is being nominated. 

 Dec 31 
Current Chair and Past Chairman Shall work together to select and appoint two 
additional active section members to this board before the end of the calendar 
year. 

 Jan 07 
Committee will meet and nominate at least one candidate for each of the offices of 
Chairman, Vice Chairman, Treasurer, Secretary, two (2) Directors at Large 

 Jan 15 
Secure the consent of each potential nominee prior to submitting their name to the 
Chairman of the Section and the Secretary for publication in the February 
Newsletter 

  



  RESPONSIBILITIES & JOB DESCRIPTION 

39 

 

3.3.14 PROGRAM COMMITTEE CHAIRMAN 

Scope 

Responsible for assuring that the annual Program for the Section is arranged and published.  This 
includes the preparation, printing, and distribution. 

Term of Office 

Shall be appointed for a one year term by the Chairman of the Section and shall receive approval of this 
appointment from the EC.  The term of this appointment shall be from July 1st through the following June 
30th. 

Primary Responsibilities 

The Program Committee Chairman shall: 

 Prepare and submit for approval by the EC an annual budget for the Program Committee. 

 Arrange for guest speakers at each of the regular Section meetings during the year.  Normally, 
this is accomplished during the months of July and August. 

 Confirm with Yearbook Chairman by August 10th the names, dates, and speakers or programs 
planned for the each of the monthly meeting.  (Obviously, when planning for speakers in 
advance, some cancellations may occur; so, the Program Committee Chairman should have 
alternates available to speak on short notice.) 

 Inform the Section's Secretary each month the name of scheduled program, speaker(s), and their 
affiliation. 

 During the course of the year, make contact with each of the speakers prior to their scheduled 
speaking times, to assist them with providing visual aids, transportation and hotel arrangement, 
etc.. 

 Coordinate with the Arrangements Chairman on providing speaker's gifts, projectors, etc. 

Chairman and Membership 

The Program Committee Chairman shall be a member of the following committees: 

 EC 

 Program Committee 

 Arrangements Committee 

 Social Committee 

The Program Committee Chairman may be asked to serve on other committees, work groups, or activities 
as directed by the Chairman of the Section and the EC to assist in assuring a successful Section year. 

Reporting Requirements 

The Program Committee Chairman shall report directly to the Chairman of the Section and the EC. 
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CHECKLIST FOR PROGRAM COMMITTEE 

 

 Date Task 

 July 31 
Prepare and submit for approval by the EC an annual budget for the Program 
Committee to be reviewed/approved at August Board meeting 

 Aug 10 
Confirm with Yearbook Chairman by August 10th the names, dates, and speakers 
or programs planned for each of the monthly meeting 

 Ongoing 

 Inform the Section's Secretary each month the name of scheduled program, 
speaker(s), and their affiliation. 

 During the course of the year, make contact with each of the speakers prior 
to their scheduled speaking times, to assist them with providing visual aids, 
transportation and hotel arrangement, etc. 

 Coordinate with the Arrangements Chairman on providing speaker's gifts, 
projectors, etc. 
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3.3.15 SCHOLARSHIP AWARD COMMITTEE CHAIRMAN 

Scope 

Responsible for encouraging the study of nondestructive testing as a profession by providing financial 
assistance to students/technicians pursuing a program of study at a university, college, or technical 
school within the State of Texas, leading to a degree or certificate in NDT related coursework. 

Term of Office 

The senior Director-At-Large shall serve as the Chairman of the Scholarship Awards Committee.  The 
term of this Chairmanship shall be from July 1st through the following June 30th. 

Primary Responsibilities 

The Scholarship Committee Chairman shall: 

 Prepare and submit for approval by the EC an annual budget for the Scholarship Committee. 

 Select additional committee members as needed from the Section's membership, subject to the 
approval of the EC. 

 Establish and maintain scholarship award requirements and guidelines, and obtain EC approval. 

 Coordinate publications with the Yearbook Chairman of the Scholarship Award requirements and 
guidelines, and the annual recipient(s) of the award. 

 Distribute Scholarship Award to universities, colleges, and technical schools within the State of 
Texas which are known to offer NDT training courses. 

 Oversee the review and selection of applicant(s) for the Scholarship Award. 

 Coordinate the presentation of the Scholarship Award to the winner(s) at the Section's 
Student/Vendor’s Night – April meeting. 

 Arrange for 2-3 Section Members to serve as judges for Annual Science Engineering Fair of 
Houston (SEFH) scheduled for Feb/Mar. Submit participation letter to ISC for Presidents Points. 
SEFH contact: Mary Jo Parker (Special Awards Chairman) Voice Line: 713-221-8471 Email: 
parkerm@uhd.edu 

Chairman and Membership 

The Scholarship Committee Chairman shall be a member of the following committees: 

 EC 

 Scholarship Committee 

The Membership Committee Chairman may be asked to serve on other committees, work groups, or 
activities as directed by the Chairman of the Section and the EC to assist in assuring a successful Section 
year. 

Reporting Requirements 

The Scholarship Committee Chairman shall report directly to the Chairman of the Section and the EC. 
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3.3.16 SOCIAL COMMITTEE CHAIRMAN 

Scope 

Responsible for organizing and coordinating social activities which promote the fellowship among the 
Section's membership. 

Term of Office 

Shall be appointed for a one year term by the Chairman of the Section and shall receive approval of this 
appointment from the EC.  The term of this appointment shall be from July 1st through the following June 
30th. 

Primary Responsibilities 

The Social Committee Chairman shall: 

 Prepare and submit for approval by the EC an annual budget for the Social Committee. 

 Provide discussion and ideas of Social activities and obtain the EC approval for planned social 
activities.  Social activities historically have included but are not restricted to: 

o Fall Social (Christmas toy drive & party) 
o Spring Social (golf tournament) 
o Summer Social (Astros game, party boat, etc). 

 Provide a periodic status report of ongoing projects to the Chairman of the Section and the EC. 

 Plan and coordinate Fall, Spring, and Summer Social activities.  Each Social event shall include: 
o Set budget; coordinate dates; provide ample time for advertisement notification; make 

arrangements with caterers; facilities; collect money; and host the occasion.  Balance 
financial sheets and provide report to the EC. 

 Solicit assistance from members of the Section who have experience in each Social event. 

Chairman and Membership 

The Social Committee Chairman shall be a member of the following committees: 

 EC 

 Social Committee 

 Arrangements Committee 

 Program Committee 

The Social Committee Chairman may be asked to serve on other committees, work groups, or activities 
as directed by the Chairman of the Section and the EC to assist in assuring a successful Section year. 

Reporting Requirements 

The Social Committee Chairman shall report directly to the Chairman of the Section and the EC. 
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CHECKLIST FOR SOCIAL COMMITTEE 
 

 Date Task 

 July 31 
Prepare and submit for approval by the EC an annual budget for the Social 
Committee to be reviewed/approved at August Board meeting 

 Ongoing 

Provide discussion and ideas of Social activities and obtain the EC approval for 
planned social activities.  Social activities historically have included but are not 
restricted to: 
o Fall Social (Christmas toy drive & party) 
o Spring Social (golf tournament) 
o Summer Social (Astros game, party boat, etc.). 

 Monthly 
Provide a periodic status report of ongoing projects to the Chairman of the Section 
and the EC. 
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3.3.17 SPONSORS COMMITTEE CHAIRMAN 

Scope 

Responsible for soliciting and obtaining sponsors for the monthly meetings of the Section. 

Term of Office 

Shall be appointed for a one year term by the Chairman of the Section and shall receive approval of this 
appointment from the EC.  The term of this appointment shall be from July 1st through the following June 
30th. 

Primary Responsibilities 

The Sponsors Committee Chairman shall: 

 Prepare and submit for approval by the EC an annual budget for the Sponsors Committee. 

 Solicit sponsors for the various monthly meetings of the Section. 

 Coordinate with the Section's Secretary on the names of sponsors which are to be published in 
the monthly meeting notice. 

 At each monthly meeting of the Section, maintain the listing of the various sponsors on the 
sponsor acknowledgment board. 

Chairman and Membership 

The Sponsors Committee Chairman shall be a member of the following committees: 

 EC 

 Sponsors Committee 

The Sponsors Committee Chairman may be asked to serve on other committees, work groups, or 
activities as directed by the Chairman of the Section and the EC to assist in assuring a successful Section 
year. 

Reporting Requirements 

The Sponsors Committee Chairman shall report directly to the Chairman of the Section and the EC. 
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3.3.18 VENDOR'S NIGHT COMMITTEE CHAIRMAN 

Scope 

Encourage and promote exhibitor participation at the Section's annual Vendor's Night function.  Facilitate 
effective two-way communications between the exhibitors and the EC on policy and other matters 
pertaining to exhibits and exhibitor activities. 

Term of Office 

Shall be appointed to the Vice Chair for a one year term. The term of this appointment shall be from July 
1st through the following June 30th. 

Primary Responsibilities 

The Vendor's Night Committee Chairman shall: 

 Prepare and submit for approval by the EC an annual budget for the Vendor's Night Committee. 

 Solicit, evaluate, and report exhibitor preferences of future meeting locations and facilities, types 
of exhibits, etc. 

 Develop, maintain, and implement a planning guide for exhibitor activities. 

 Conduct periodic assessments of commercial trends and market attitudes. 

 Provide recommendations for enhancing exhibit quality and exhibitor participation. 

 Evaluate the quality of commercial exhibits with respect to technical effectiveness and relevance 
to the interests of the Section's membership. 

 After the annual Vendor's Night function, conduct a written survey of all exhibitors to solicit 
constructive feedback for future activities. 

Supportive Responsibilities 

The Vendor's Night Committee Chairman shall: 

 Assist the Chairman of the Section and the EC in establishing and enforcing policies to ensure 
that exhibits and other exhibitor activities are conducted in a professional manner. 

Chairman and Membership 

The Vendor's Night Committee Chairman shall be a member of the following committees: 

 EC 

 Vendor's Night Committee 

 Arrangements Committee 

 Social Committee 

The Vendor's Night Committee Chairman may be requested to serve on other committees, work groups, 
or activities as directed by the Chairman of the Section and the EC to assist in assuring a successful 
Section year. 

Reporting Requirements 

The Vendor's Night Committee Chairman shall report directly to the Chairman of the Section and the EC. 
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3.3.19 WEBSITE COMMITTEE CHAIRMAN 

Scope 

Maintain and administer the website and e-blast program of GHASNT 

Term of Office 

Shall be appointed for a one year term by the Chairman of the Section and shall receive approval of this 
appointment from the EC.  The term of this appointment shall be from July 1st through the following June 
30th. 

Primary Responsibilities 

The Website Committee Chairman shall: 

 Update GHASNT website monthly. 

 Monitor website traffic. 

 E-blaster Section's communication as needed. 

Chairman and Membership 

The Website Committee Chairman shall be a member of the following committees: 

 EC 

 Membership Committee 

The Website Committee Chairman may be requested to serve on other committees, work groups, or 
activities as directed by the Chairman of the Section and the EC to assist in assuring a successful Section 
year. 

Reporting Requirements 

The Website Committee Chairman shall report directly to the Chairman of the Section and the EC. 
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3.3.20 YEARBOOK/NEWSLETTER COMMITTEE CHAIRMAN 

Scope 

Responsible for assuring that the annual Yearbook and the monthly newsletter for the Section is 
published.  This includes the preparation, printing, and distribution. 

Term of Office 

Shall be appointed for a one year term by the Chairman of the Section and shall receive approval of this 
appointment from the EC.  The term of this appointment shall be from July 1st through the following June 
30th. 

Primary Responsibilities 

The Yearbook/newsletter Committee Chairman shall: 

 Prepare and submit for approval by the EC an annual budget for the Yearbook Committee. 

 Confer with other Committee Chairman on their Committee's input for Yearbook. 

 Assure layout, and proof reading of Yearbook. 

 Be responsible for the printing and timely (prior to Sept. 1st) distribution of the Section's annual 
calendar and Yearbook. 

 Determine the number of copies of the annual Yearbook to be printed and obtain the EC 
approval. 

 Maintain a master copy of the annual Yearbook with noted corrections, additions, and deletions 
for the next years Chairman. 

Chairman and Membership 

The Yearbook/Newsletter Committee Chairman shall be a member of the following committees: 

 EC 

 Yearbook Committee 

 Bylaws Committee 

The Yearbook/Newsletter Committee Chairman may be requested to serve on other committees, work 
groups, or activities as directed by the Chairman of the Section and the EC to assist in assuring a 
successful Section year. 

Reporting Requirements 

The Yearbook/Newsletter Committee Chairman shall report directly to the Chairman of the Section and 
the EC. 


