SAEINDIA STUDENT EXECUTIVE COUNCIL 
GUIDELINES MANUAL
INTRODUCTION

This booklet has two major aims : first, to provide you, as a Council member, with what you will want to know to become an active, productive, participating member; and second, to provide some information about SAEINDIA to help you determine where your Council fits in.
ABOUT SAE INTERNATIONAL (SAE)

The Society of Automotive Engineers, INDIA - SAEINDIA is a not-for-profit educational and scientific organization dedicated to the advancement of mobility technology to serve humanity better. SAEINDIA is affliated to SAE International. SAE’s 1,15,000 individual members in around 104 countries are involved in every facet of the technology of self-propelled vehicles land, sea, air, and space. There are SAE’s  affliates throughout the world, as well as student chapters / Collegiate clubs.

SAE develops and publishes technical literature and formulates engineering standards, specifications, and test procedures used in the design and manufacture of ground and aerospace vehicles.

SAE is headquartered in Warrendale, Pennsylvania, USA, 19 miles north of Pittsburgh and has over 1000 employees ready to serve you.
SAEINDIA’S PURPOSE

Main purpose of SAEINDIA is to develop, collect, and disseminate technical information related to mobility technology. It is not within SAEINDIA’s purpose to take political positions on technological issues, to engage in programs to promote the economic well being of engineers, or to be an advocacy organization before the legislative and regulatory arms of government. Same purpose is also to be adopted by SEC.
NEED FOR COUNCIL

Councils are the principal means through which a volunteer organization develops, shapes, and crystallizes policies, programs, and subjects. 

To be successful, the Council process must be both democratic and dynamic. SEC is encouraged to use SAEINDIA’s TQM process* as a means to conduct business and meet customers needs.                                           *Can be collected from SAEINDIA HQ, Chennai.

In SAEINDIA’s view on any particular matter – whether the approach to be taken in a standard, or a change in requirements, it must be the collective opinion of the members assigned responsibility in that area. For this reason only, SAEINDIA formed SEC covering all aspects of its operations.

MEMBER’S BENEFITS


It is a truism that those who contribute through the volunteer Council process receive far more than they contribute – opportunities to improve their abilities in working with others toward achieving common goals, friendships and contacts, insight into how associates are coping with changing trends, the opportunity to hone communication skills in presenting and gaining acceptance of ideas, peer recognition which evolves from successful Council activities, and the satisfaction of helping to advance set objectives. 

These are all tangible benefits you will receive by contributing through the Council process.

GETTING INVOLVED

As a Student Executive Council member, you are encouraged to participate and not just enjoy the fruits of the Council’s work. Your input is needed, welcomed, and appreciated. How much you contribute during your term will have a bearing on the success of your Council’s efforts and on the value you receive in return.

If, after reading this booklet, you still have unanswered questions, please call or write to SAEINDIA Headquarters.

EXPECTATION FROM MEMBERS OF STUDENT EXECUTIVE COUNCIL 


The SEC expects from its members un-conflicted loyalty to the interest of the council. This commitment includes proper use of authority and appropriate decorum in group and individual behaviour when acting as SEC  members. SEC  members will:
1. Support and defend policies and programs adopted by the SEC under the guidance of SAEINDIA 

2. Promote a climate of mutual trust, respect, and teamwork.

3. Avoid personal conflicts or perceived conflicts of interest, including acting as agents or representatives of any organization they are associated with.

4. Be diligent in preparing for and attending meetings of the SEC  and supporting the Chairman to run meetings effectively.

5. Refrain from individually influencing the council except as explicitly set forth in SEC  policy. 

6. Allow no officer or member to fail to operate and maintain relationships of cooperation with established engineering societies while discharging duties allotted. 
7. Plan the annual agenda of the SEC  at its initial organizing session. The agenda will include: 

· Evaluating and developing new policies,

· Monitoring performance, 

· Revisiting Means Policies 

· Implementing the SEC  Governance Process, and 

7.1 A Long-Range Planning Meeting will be held which will be extensively devoted to the targets set. 

8. Act as ambassadors and promote SAEINDIA & SAE’s Vision and Goals.
9. Encourage the use of electronic communication for SEC  activities

RESPONSIBILITIES, QUALIFICTIONS, AND LIMITATIONS OF COUNCIL MEMBERS


Council members administer SEC activities. What’s more, they carry out their  responsibilities as individuals, not as representatives of their colleges. Only student members preferably of first to third year can become members of SAEINDIA SEC. Members chosen for assignments are selected because of their own abilities and what they themselves can contribute. Note that while your input as an individual is needed to carry out Council’s activities, you, as an individual, cannot represent yourself as a spokesperson for SAEINDIA.


Only SAEINDIA officers and the SAEINDIA Managing Committee can speak for or on behalf of SAEINDIA. Unless specifically authorized, neither chairpersons nor members of SAEINDIA sections, groups, boards, Councils, or other groups have the authority to speak for SAEINDIA. This prohibition is strictly enforced, and it is your responsibility to comply fully with it.


In this same context, no member of SEC shall carry on business dealings with suppliers or vendors for the purchase of goods or services on behalf of SAEINDIA  or on behalf of SEC. Only the SAEINDIA staff is authorized to make financial or contractual commitments in SAEINDIA’s name. The only exception to this policy is activity of sections and the governing boards who must receive prior approval of their budgets and planned activities through the Finance Board.

Further, SEC members shall not use their association with SAEINDIA to promote themselves or any product or position. SAEINDIA has the right to publicly or privately disclaim any such unauthorized statement or representation.

COUNCIL MEMBER GUIDELINES AND LIMITATIONS 

Your support as a volunteer serving on one or more of SAEINDIA’s activities and / or Councils is vital to SAEINDIA’s success. Along with other associations similar to SAEINDIA, there are several policies that you, as a Council member, are required to follow. 

LIMITATIONS OF POLICIES ENTITLING GENERAL OPERATING:

Operating as a member shall not cause or allow any practice, activity, decision, or organizational circumstance, which is either imprudent or in violation of law, or of commonly accepted business and professional ethics. Operating council, that is SEC shall not : 
1. Operate in disregard of SAEINDIA interests. 

1.1 Use or commit resources including SAEINDIA staff time and facility resources which jeopardize meeting the annual Return – on – Net Assets target as 

determined by the Finance Board or its sub-Council. 

1.2 Work within the scope of other operating boards, the Executive Director, or speak for SAEINDIA in any way reserved for the Managing Committee (MC) or others whom the MC has empowered. 

2. Operate in disregard of SAEINDIA standards of integrity. 

2.1 Allow commercialism, including the endorsement of products, patents, processes, services, individuals, or ideas, except as specifically authorized by MC. 

2.2  Exclude any qualified professional willing to participate within SAEINDIA policies. 

2.3  Act as agents or representatives of any organization they are associated with.
2.4  Operate secretively.

2.5  Engage in activity or communication that knowingly can lead to or appear to result in a conflict of interest including acceptance of financial or other goods or benefits which might influence actions or decisions.

3. Use SAEINDIA’s official letterhead for communications. (Council Correspondence is used for this purpose and will be provided upon request).

Official Action should reflect the input of the total  Council and not just a single individual or subgroup/ except as authorized in the  Council’s rules of operation. Members must be vigilant that  Council activities comply with all SAEINDIA applicable rules and regulations.

SAEINDIA staff representative are instructed to suspend any  Council activities that are contrary to SAEINDIA policies and refer the action in questions to the senior SAEINDIA operating board or Committee or the Non – Financial Audit Council for disposition. Copies of all Council correspondence should be sent to SAEINDIA HQ and  staff representatives and not to Individuals as they are not permanent. 

STAFF RESPONSIBILITIES 

SAEINDIA Headquarters is located in Adyar, Chennai and within 1/2 hour’s drive of Chennai Airport. (In addition, SAEINDIA has section offices located in Chennai, Pune and Gurgaon) SEC members are always welcome.  Chennai and Pune section offices have facilities for holding board / Council meetings. 

Next to the MC / Councils, the staff is the key ingredient in SAEINDIA’s successful operations. Its primary function is to implement programs approved by member groups and provide support and continuity to the efforts of SAEINDIA volunteer members and Councils. 

Employees, under the direction of the Executive Director (ED) or a Deputy Director, are dedicated to helping SAEINDIA carry out its Vision and Goals. 


While staff responsibility varies from board to board and Council to Council, the following list includes some of the more general duties :

· Prepare and distribute all meeting notices, correspondence, agendas, and minutes. 

· Act as secretary in maintaining board / Council records.

· Serve as a focal point for information contacts.

· If needed, act as a liaison representative to other SAEINDIA boards / Councils.
· Maintain rosters of all boards / Councils. 

· Make on – site arrangements for meetings. 

· Counsel boards / Councils and chairpersons on adherence to SAEINDIA policies, procedures, and practices, as well as pertinent legal and regulatory requirements. 
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