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	Rev
	Date
	Revision Details

	01
	2001/02/11
	· Policy re-affirmed. No changes from previous revision. 

	00
	1999/02/28
	· New Policy. 


1.0) Purpose

This policy outlines the OEC Advisory Board's overall policy and requirements for an organizing committee to plan and organize OEC and report on their progress.

2.0) Policy

The OEC Advisory Board expects that the selected host Engineering Society will empower a committee whose sole purpose is the planning and organizing of the Ontario Engineering Competition. This organization shall be referred to as the OEC Organizing Committee.

The host Engineering Society shall appoint or elect a chairperson of the OEC Organizing Committee within 3 months after their successful bid to host the competition. The Chairperson of the OEC Organizing Committee is responsible to design an organization and develop roles and responsibilities for the remainder key positions on the OEC Organizing Committee. The remaining key positions on the committee shall be filled by appointment or election at least 15 months prior to the competition.

The OEC Organizing Committee shall develop a plan for organizing OEC. In addition, the OEC Organizing Committee shall develop a milestones document which details every task required to be completed during the entire organization of OEC. The milestones document shall be revised frequently to keep it up to date.

The OEC Organizing Committee shall submit formal progress and financial reports and the latest milestones document for each of the face to face meetings of the Advisory Board starting 12 months prior to the competition and shall submit a brief progress update and financial summary and the latest milestones document for all teleconference meetings and face to face meetings when a formal report is not required.

3.0) Requirements for Planning and Organizing

The position of Chairperson of the OEC Organizing Committee shall be filled within 3 months after the successful bid to host the competition.

The Chairperson of the OEC Organizing Committee shall design an organization and develop roles and responsibilities for the OEC Organizing Committee within 6 months after the successful bid to host the competition. The remaining positions on the OEC Organizing Committee shall be filled over the next 3 months or 15 months prior to the competition. The OEC Organizing Committee shall be composed entirely of students.

The Board expects that an advisor from the engineering faculty of the host university be appointed to assist the OEC Organizing Committee.

The OEC Organizing Committee shall meet on a regular basis. Minutes shall be taken for all meetings and shall be made available to the Advisory Board upon request.

4.0) Requirements for the Milestones Document

The OEC Organizing Committee shall develop a milestones document that lists all tasks that are required to be completed, the target completion date, the actual completion date, and who the task is assigned to.

The preliminary milestones document shall be completed within 6 months after the successful bid to host the competition and should be updated frequently as new tasks are added, deadlines change, or tasks are completed. As a minimum, the milestones document shall be updated at the end of each month until all organizing activities are completed.

The milestones document will eventually become the final milestones document which is included in the Turnover & Transition Report.
Sample Milestones Document:
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5.0) Requirements for Formal Progress and Financial Reporting to the Board

The OEC Organizing Committee shall prepare a formal progress and financial report for each of the face to face meetings of the Advisory Board starting 12 months prior to the competition.

The formal progress report and the formal financial report will eventually become the final progress and recommendation report and the final financial report which are included in the Turnover & Transition Report.

Formal Progress Report

The formal progress report shall detail the progress to date and what is yet to be done in the following areas:

· Chairperson's overview 

· Committee structure 

· Finances and accounting 

· Sponsorship 

· Categories and judging 

· Publicity 

· Logistics and accommodations 

· Committee administration 

Formal Financial Report

The formal progress report shall detail the current financial status of the OEC Organizing Committee including:

· the budget of revenues and expenditures 

· a revenues and expenditures summary statement for each month end to date 

· a detailed listing of all revenues and expenditures for each category to date 

The budget of revenues and expenditures shall list the projected amount of all sources of income and expenses. The budget shall be broken down into categories such that it is clear what the projected income or expense is. For example, typical income categories may be Sustaining Major Patron Income, Corporate Donations, University Donations, Competitor Fees etc.. Typical expense categories may be Awards, Accommodations, Administration, Miscellaneous, Contingency etc.. Many expense categories such as Awards may have to be broken down into sub-categories such as prizes for each category, Trophies etc. or Accommodations may have to be broken down into Meals, Awards Banquet, Hotel Rooms etc.

For comparison purposes, the budget amounts for the previous competition shall be listed in a column beside the budget amounts for the current competition.

The revenues and expenditures summary statement shall list the total of all income and expenses for each category (and sub-category) listed in the budget. The financial statement should be updated frequently as the financial status changes. As a minimum, the financial summary shall be updated at the end of each month until all organizing activities are completed and accounts are closed out.
The detailed listing of all revenues and expenditures shall list each income or expense item sorted and sub-totaled by category (and sub-category).

6.0) Requirements for Brief Progress Update and Financial Summary Reporting to the Board

The OEC Organizing Committee shall prepare a brief progress update and financial summary for all teleconference meetings and face to face meetings when a formal report is not required. The brief progress update may either be a verbal report or a short written summary. The financial summary shall be in writing. In the case of teleconference meetings, the required information shall be transmitted electronically at least one business day before the meeting. The financial summary shall provide the current financial status of the OEC Organizing Committee including:

· Summary of revenues and expenditures for the most recent month end 
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Sample Milestones Document (listing tasks required by Advisory Board policies)

		OEC XXXX Milestones & Major Tasks
as of 1999/02/28



		Task

		Assigned to

		Due Date

		Completion Date



		Feb (24 months to the competition)


· Attend two years preceding Ontario Engineering Competition 


· Selection of the Host University of the competition 


· Attend Advisory Board face to face meeting 

		 

		 

		 



		Mar (23 months to the competition)


· Attend Advisory Board teleconference meeting 

		 

		 

		 



		Apr (22 months to the competition)

		 

		 

		 



		May (21 months to the competition)


· Elect or appoint Chairperson of the OEC Organizing Committee 


· Attend Advisory Board face to face meeting 

		 

		 

		 



		Jun (20 months to the competition)

		 

		 

		 



		Jul (19 months to the competition)

		 

		 

		 



		Aug (18 months to the competition)


· Design organization and develop roles and responsibilities for the OEC Organizing Committee 


· Prepare preliminary Milestones Document 


· Attend Advisory Board teleconference meeting 

		 

		 

		 



		Sep (17 months to the competition)


· Attend Advisory Board face to face meeting 

		 

		 

		 



		Oct (16 months to the competition)

		 

		 

		 



		Nov (15 months to the competition)


· Elect or appoint all remaining positions on the OEC Organizing Committee 


· Attend Advisory Board teleconference meeting 

		 

		 

		 



		Dec (14 months to the competition)

		 

		 

		 



		Jan (13 months to the competition)


· Attend Advisory Board teleconference meeting 

		 

		 

		 



		Feb (12 months to the competition)


· Attend one year preceding Ontario Engineering Competition 


· Prepare 1st formal Progress & Financial Report to the Advisory Board 


· Attend Advisory Board face to face meeting 

		 

		 

		 



		Mar (11 months to the competition)


· Attend Advisory Board teleconference meeting 

		 

		 

		 



		Apr (10 months to the competition)

		 

		 

		 



		May (9 months to the competition)


· Prepare 2nd formal Progress & Financial Report to the Advisory Board 


· Attend Advisory Board face to face meeting 

		 

		 

		 



		Jun (8 months to the competition)

		 

		 

		 



		Jul (7 months to the competition)

		 

		 

		 



		Aug (6 months to the competition)


· Attend Advisory Board teleconference meeting 

		 

		 

		 



		Sep (5 months to the competition)


· Prepare 3rd formal Progress & Financial Report to the Advisory Board 


· Attend Advisory Board face to face meeting 

		 

		 

		 



		Oct (4 months to the competition)

		 

		 

		 



		Nov (3 months to the competition)


· Attend Advisory Board teleconference meeting 

		 

		 

		 



		Dec (2 months to the competition)


· Complete recruitment of judges 

		 

		 

		 



		Jan (1 month to the competition)


· Attend Advisory Board teleconference meeting 


· Send judges information package out to judges 

		 

		 

		 



		Feb (Competition month)


· Host the Ontario Engineering Competition 


· Prepare 4th formal Progress & Financial Report to the Advisory Board 


· Attend Advisory Board face to face meeting 

		 

		 

		 



		Mar (1 month after the Competition)


· Attend Advisory Board teleconference meeting 

		 

		 

		 



		Apr (2 months after the Competition)


· Prepare and distribute Turnover and Transition Report 

		 

		 

		 



		May (3 months after the Competition)


· Prepare 5th formal Progress & Financial Report to the Advisory Board 


· Attend Advisory Board face to face meeting 

		 

		 

		 



		Jun (4 months after the Competition)


· Prepare and distribute Post Publication 


· Prepare final Turnover and Transition Report 

		 

		 

		 



		Jul (5 months after the Competition)

		 

		 

		 



		Aug (6 months after the Competition)


· Attend Advisory Board teleconference meeting 

		 

		 

		 



		Sep (7 months after the Competition)


· Attend Advisory Board face to face meeting 

		 

		 

		 



		Oct (8 months after the Competition)


· Prepare final formal Progress & Financial Report to the Advisory Board 


· Prepare and distribute Competition Archive File 

		 

		 

		 



		Nov (9 months after the Competition)


· Attend Advisory Board teleconference meeting 

		 

		 

		 



		Dec (10 months after the Competition)

		 

		 

		 



		Jan (11 months after the Competition)


· Attend Advisory Board teleconference meeting 

		 

		 

		 



		Feb (12 months after the Competition)


· Attend succeeding Ontario Engineering Competition 


· Attend Advisory Board face to face meeting 

		 

		 

		 






