PC CHAIR'S REQUEST FOR PROJECT COMMITTEE EXPEDITING FUNDS

This request  for Project Committee Expediting Funds must be completed in accordance with PC MOP 5.1.2.4-5.1.2.4.2: 

5.1.2.4 Interim Meetings. PCs are encouraged to hold meetings between ASHRAE Society meetings. If the PC requires interim meeting support from ASHRAE, an indication of the expected meeting schedule and the nature of the support needed must be included in the work plan. Limited funds may be available to reimburse facility, equipment and refreshment expenses. In addition, reimbursement may be available for transportation expenses for critically needed members in hardship cases. These funds must be requested by the PC Chair in advance of deadlines set by the MOS. This request shall include justification of the need. Where exceptional support from an outside source may raise questions about the appearance of undue influence, the MOS may request that the PC Chair obtain approval from the SPLS Liaison and StdC Chair prior to the meeting. Exceptional support includes lodging and airfare and may include full meals (breakfast, lunch, and dinner).  Exceptional support does not include providing: meeting rooms, audio-visual equipment, copies of committee materials for the meeting, snacks and refreshment, local shuttle service, access lines for conference calls, and a web server for the committee. Affirmative disposition of the Chair’s request for interim meeting support must be recommended by the SPLS Liaison and StdC Chair, and approved by the Technology Council Chair. Also see PC MOP 5.1.2.4.1.-5.1.2.4.9
Note: All meetings must be held at headquarters unless a waiver is requested by Staff and is approved by the Executive Vice President or President of the Society. Justification must be provided.

I. Complete this section if requesting teleconference calls:


 PC Chair:_____________
Project Committee: ___________________



Today's Date: ________________ 
Dates of Proposed Meetings: ____________________ 


Meeting Times: ______________  
Webmeeting (<25) or Webinar (>26):_____________

PC Chair’s Justification for Expediting Project:
II. Complete this section if YOU ARE requesting MEETING SPACE at      
        ASHRAE headquarters (if requesting space outside of HQ please note a waiver must be requested by Staff  

            and is approved by the Executive Vice President or President of the Society. Justification must be provided):
 
PC CHAIR’S REQUEST
Project Committee: ___________________



Today's Date: ________________ 
Dates of Proposed Meetings: ____________________ 


Meeting Times: ______________  
Meeting Location: ____________________________   

PC Chair’s Justification for Expediting Project:

PC Chair’s Goals for this meeting:  (PC Chair Must Send A Report of Accomplishments following Meeting to CO, StdC Chair, SPLS Liaison, and MOS)
Table 1 – Transportation Expense  (For Completion by PC Chair)
	
PERSONS TO RECEIVE


REIMBURSEMENT
	
CRITICAL ROLE


FOR THIS MEETING
	MAXIMUM $

AUTHORIZATION

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Table 2 – Supplemental Information  (For Completion By PC Chair)

	1. Hotel Preference (Also Indicate Why the Hotel is Preferred)


	

	1. Hotel Location, i.e., Airport, Downtown, etc.


	

	2. Number of Sleeping Rooms Needed 
	

	3. Dates Sleeping Rooms Needed    
	

	4. Number of Attendees 
	

	5. Number of Meeting Rooms Needed/Meeting 

    times Each Day
	

	6. If Breakout Rooms are Needed, Indicate Dates,

   Times, Number of Attendees for Each
	

	7. Room Set-up,i.e., Conference, Hollow Square,

   Classroom, Theater, Other 
	

	8. Times of Refreshment Breaks Each  Day  
	

	9. AV Equipment Needed, Set-up, Dates Needed

   
	

	10. Comments/Special Instructions
	


PC Chair’s Name:_______________________ Signature:  _________________________                                                                                   
(Please submit original to MOS at ASHRAE headquarters with a copy to your SPLS Liaison).

II. Table 3 (For Completion by MOS)
	Expense Type
	Estimate (Based on Past

History of Meeting Costs)
	Actual (Completed Following

 Meeting Using Invoices)

	Transportation
	
	

	Meeting Room(s)
	
	

	Equipment
	
	

	Refreshments
	
	

	Total
	
	


III.
RECOMMENDATION/AUTHORIZATION SIGNATURES (For Handling By  


MOS) 


SPLS Liaison's Name: 
_____________
Signature:

StdC Chm's Name: 


_ 
Signature:


CO's Name: 







Signature:
March 15, 2011


