
1 
 

 

 

Organizational Manual for 
Sections, Divisions and  
International Sections 

 

 

 

 

 

 

 

 

 

 

 

 

 

                    Revised: 2‐6‐18 



2 
 

  

Table of Contents 

                                     Page 
FORWARD                       3 

TEN STEPS FOR ORGANIZING AN AWS SECTION             4 

PART I – SECTION 

  AWS Constitution                   6 

  Can Your Area Support an AWS Section?             7 

  AWS Requirements                   7 

  Activation Committee                  8 

  Activation Meeting                   9 

  Planning the Charter Meeting              11 

  Charter Meeting                  12 

PART II – DIVISION 

  Forming a Division                  15 

PART III – INTERNATIONAL SECTION  

  Actions Taken by the AWS Board of Directors          17 

  Guidelines for International Sections             17 

  Suggested Operating Rules                19 

PART IV – APPENDIX 

  Section Organizational Packet #1              23 

  Section Information Packet #2              23 

  Suggested Section/Division Bylaws              24 

  Sample Petition to Charter letter              37 

  Officer List for Section Charter              38 

  Member List for Section Charter              39 

  Suggested Procedure for Installation of Section Officers – Plan 1      47 

  Suggested Procedure for Installation of Section Officers – Plan 2      48 

  Suggested Procedure for Discharge of Outgoing Section Officers      49 

    and Installation of New Section Officers   



3 
 

            Forward 

 
The social, economic, and professional interdependence of nations of the world will 

continue to grow, evolve and become more important in future years.  We, the professionals of 
the welding industry, must provide our members in the United States and overseas with a 
viable system to operate as a unit within their environments.  

For those of you who will be directly involved in establishing a Section, Division, or 
International Section of the American Welding Society in your area, you will find this activity to 
be enjoyable, educational and challenging.  A Section, Division or International Section can be 
very beneficial to the growing metal fabrication industry in your area and it will assist your 
manufacturers in expanding their activities.  

Once initiated, the organization of an AWS Section, Division or International Section is 
not an easy endeavor. The process may require several months of organizing, recruiting and 
meetings for those directly involved in forming the desired AWS unit.  The actual activation 
process may require over three months of activity and those involved need to be prepared to 
devote a great deal of time and energy to achieve the desired goal.  Once the AWS Board of 
Directors authorizes the formation of the Section, Division or International Section, the Section 
Officers and Committee Chairs have an obligation to see that the unit operates smoothly and 
that it effectively meets the needs of the welding industry and welding professionals of the area 
and its members.  

Since 1919, AWS Sections, Divisions and International Sections have been established 
in nearly every industrial center in this country and many overseas.  All units have faced the 
generic problems of birth, sustenance and growth, but today they are operational and 
successfully serve their memberships.  This Manual provides a guideline of procedures and 
suggestions that will aid you in getting started.  

We thank you for your initiative and desire to establish a unit of AWS in your area 
and we extend our good wishes and our assurance that the staff at AWS Headquarters 
stands ready to assist you in every possible way.      
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Ten Steps to Organizing a Section 
 

 
1. Determine interest in the local area in supporting an AWS Section. 

 
2. Organize an Activation Committee. 

 

3. Obtain District Director approval to organize the Section. 
 

4. Hold an initial meeting to establish the extent of local support and to obtain volunteers 
to work toward receiving a charter. 
 

5. Appoint Chairs for Membership, Program, Bylaws, and Nominating Committees. 
 

6. Hold regularly scheduled monthly meetings. 
 

7. Prepare Section Bylaws and determine Section boundaries in conjunction with District 
Director and existing neighboring Sections. 
 

8. Upon enrolling 25 Members, provide National with proposed Section name and request 
the Section’s identification number. 
 

9. Upon enrolling 50 Members, petition the AWS Board of Directors for charter. 
 

10. Schedule charter meeting following approval from the AWS Board of Directors.   
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AWS Constitution 
 
 

The Constitution and Bylaws of the American Welding Society under Article III defines 
the manner in which AWS Sections are to be organized.  

Article III  

Section 1. Section Organization.  

(a) Sections.  The basic organizational unit of the Society shall be the Section, which shall 
consist of a group of members located in the same geographical area.  

(b) Section Formation. The formation of each Section shall be approved by the Board of 
Directors. The Board of Directors shall establish a minimum number of members that shall be 
required for each Section, which shall be the same for every Section. The Board of Directors 
may establish other operating and reporting rules for Sections.  

(c) Section Membership. Each member shall be assigned to the Section’s geographical area of 
which includes the member’s mailing address, unless otherwise requested in writing by such 
member.  

(d) Section Bylaws.  The members assigned to each Section shall adopt, by mail ballot or the 
affirmative vote of the majority of such members present at a meeting called for such purpose, 
Section Bylaws for the operation of the Section, which shall not conflict with any provisions of 
these Bylaws, or any operating or reporting rules adopted by the Board of Directors.  Only 
members assigned to a Section may be officers thereof.  

(e) Dissolution.  The Board of Directors may dissolve a Section at any time.  A Section may also 
be dissolved by action of the members assigned to it as provided in its Section Bylaws.  When a 
Section is dissolved, all funds, records and property in the custody of the Section shall be 
delivered to the national office of the Society.  
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Can Your Area Support an AWS Section 
 

The persons interested in forming an AWS Section need to be thoroughly familiar with 
the scope and objectives of the Society and they need to determine if their area has enough 
potential members to support the Section.  In doing your research, it is suggested that you 
consult with nearby AWS Section Officers of your plan and have them assist you in getting 
started.  

To determine the possibility of establishing an AWS Section in your area it is essential 
that your group personally contract individuals from all industries and activities related to 
welding as well as:  

• University Engineering Departments 
• Vocational, Technical and High School welding programs 
• Architects  
• City Planning Agencies  
• Government Agencies  
• Fabricating Industries  
• Power Plants  
• Merchandising Industries  
 

AWS Requirements  

The Board of Directors Rules of the American Welding Society under Section II 
establishes the following:  

2.5 New Sections and Student Chapters.  No new Section may be formed unless at least 50 
members or paid applicants for membership (excluding Student Members) apply for 
authorization to organize a new Section.  The name of the Section shall be “The 
_____________ Section of the American Welding Society, Inc.”  No new Student Chapter 
may be formed unless at least 15 Student Members or paid applicants for Student 
Membership apply for authorization to form a new Student Chapter. The name of the 
Chapter shall be “The _____________ Student Chapter of the American Welding Society, 
Inc.” [Re: Bylaws Article III, Section 1(b) and Section 3(a)]  

Although 50 members or paid applicants are required, it is not necessary to have 
enrolled the required number of members at this point.  You need to be certain that the 
response to your research indicates a high probability of attaining this figure and therefore 
warrants continuing in your endeavor.  If the preliminary research indicates that there is 
sufficient interest in the area to support an AWS Section, then you are ready to form your 
Activation Committee.    
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Activation Committee 
 

The Activation Committee should consist of those persons who can and will devote the time 
required for this effort.  The individuals selected should be those who, because of their 
leadership characteristics and interest in the project, will most likely be officers or committee 
Chairs of the Section.  

This group will assemble to review the proposed pattern of activity, the objectives and the 
obligations of the Section. If after deliberation, they are agreed that the project should 
continue, the group will formally establish itself as the Activation Committee and elect its 
Chairman.  The Chairman will immediately assume responsibility and organize the Committee’s 
program.  Names and address of all members on the Activation Committee should be sent to 
Section Services at Headquarters.  
 
 Notify the AWS District Director, whose name and contact information is provided in the 

letter accompanying this Manual, of your intention to organize an AWS Section. 
 

 Secure District Director approval for proceeding with the activation.  A list of the names, 
titles or occupations, companies and addresses of the Activation Committee members 
should be sent to AWS National upon receipt of the District Director’s approval. 

 

 Request the second packet of material from Member Services 
 

 Organize and plan an Activation Meeting, to be held shortly after Packet #2 has been 
received.  Try to secure facilities that may be provided without charge. 

 

 Invite the District Director to this meeting. 
 

 Invite the Chairman and other Officers of a nearby Section(s). 
 

 Through letter, telephone and personal contact, secure the assured attendance of as many 
representatives from local industry as possible for the Activation Meeting. 
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Activation Meeting 
 

The main purpose of this meeting is to secure the enthusiasm and cooperation of all in 
attendance.  Everyone should be asked to fill out a card with name, title or occupation, 
company and address.  These cards should be collected before the close of the meeting.  

The Activation Chairman should discuss the Activation Committee’s activities up to this 
point, and then introduce the District Director or guest Section Officer for his talk about the 
goals and functions of AWS.  

At the conclusion of this talk, a hand‐raising vote should be taken to ascertain the desire 
of the entire group to continue with the organization. It should be emphasized that 50 
members must be enrolled before the Section can be authorized.  

Those who vote to proceed should be asked to fill out application forms immediately, 
should be appointed members‐at‐large of the Activation Membership Committee and provided 
with additional application forms so that they may enroll their interested friends and 
associates.  All applications for membership should be sent directly to National Headquarters. A 
list of the new Section’s members with reference numbers should be sent to Section Services 
for membership status review.  

At this time, the Activation Committee Chair will introduce the Activation Officers. 
Those present should be informed that the appointees are not permanent officers; the 
nomination and election of Section Officers will take place at the Charter Meeting, with all 
new members voting.  

The Activation Officers should include a Chairman, First Vice Chairman, Second Vice 
Chairman, Secretary, and Treasurer.  In addition, the Chairman should appoint:  

 An Activation Program Committee consisting of the Activation First Vice Chairman and 
two members, to secure speakers and guests for future meetings.  While trying to 
obtain 50 members, routine monthly technical meetings should be held to maintain 
interest.  

 An Activation Membership Committee consisting of the Activation Second Vice 
Chairman and two members.  They are to organize the membership promotion by the 
members‐at‐large previously appointed and secure members by their own efforts as 
well.  The Membership Chairman will keep a tally of interested members to track 
toward the 50 Member goal. 

 

 An Organizational Bylaws Committee consisting of a Chairman and two members.  They are 
to prepare a draft of proposed Section bylaws similar to those suggested by National, but 
specific to the local Section’s requirements.  This draft must be sent to AWS National, 
Section Services, for approval prior to petitioning for charter. 



10 
 

 An Organizational Nominating Committee consisting of a Chairman and two members.  
They are to nominate a slate of officers and present their nominations at the charter 
meeting. 

 
The Activation Chairman will then announce that meetings of the Activation Officers and 

Committee Chairmen will be called as needed during the year.  The Chairman will express the 
appreciation of the Activation Committee and the Society to all in attendance and invite 
everyone to the next meeting, if date is established.  Headquarters will advise when sufficient 
membership has been received to allow this activity to proceed.  

Prior to receiving a Charter, the Activation Secretary will send the following 
documentation to the AWS Section Services Department for presentation to the Board of 
Directors:  

1) Petition letter (see sample letter in appendix)  

2) Three (3) copies of the proposed Section Bylaws  

3) Any completed applications with dues payment to bring the total to at least 50 members.  

4) Proposed Section Boundaries  

Section Boundaries – Section boundaries must be defined and sent to AWS Headquarters 
before the final approval of the Section can be made.  The Section Executive Committee 
should consult with all adjoining Sections, and assisted by the District Director, they will 
establish the boundaries for the new Section.  

In doing this, please remember that boundaries are established on the basis of county lines. The 
Section boundaries should follow existing county lines.  Once the boundaries have been defined 
and approved by the adjoining Sections and the District Director, then they are submitted to 
AWS Headquarters to be presented and approved by the Board of Directors through Districts 
Council.    
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Planning the Charter Meeting 
 

After Charter approval has been received, the following action is required:  

Membership – The Membership Chairman will give the Secretary a record of all members to 
date.   

Scheduling the Charter Meeting – The Program Chairman will schedule a speaker and other 
guests for the Charter Meeting and make tentative arrangements for the meeting and dinner 
facilities.  
 

Invitations to attend the Charter meeting should be extended to your AWS District Director 
and nearby Section Officers who if able to attend, will officially present the Charter to the new 
Section.  It is also a good idea to invite two or three local dignitaries to attend the Charter 
Meeting, asking each to make a few remarks.  This adds prestige to the meeting, is a drawing 
card for larger attendance and should result in some local publicity.  
 

A program announcement, including information about your District Director, and any other 
local dignitaries who may be attending, will be prepared for mailing to all Section members, 
potential members, news media and all in the area who would be interested in the meeting.  
This announcement should be sent about then days to two weeks in advance of the meeting (if 
sent first class).  If the meeting is to be preceded by a dinner, it should be made clear in the 
announcement that those who cannot attend the dinner are welcome to come to the meeting 
afterward.  To assure attendance, the Committee may wish to remind prospective attendees by 
telephone the day before the meeting.  

Finances – The Activation Chairman will advise the Section after final approval from National 
that the Section will receive an initial Anniversary Payment of $100 to be presented at the 
Charter meeting.  
 

Annually, a portion of the collected dues are rebated to the Section during the month of 
September.  The rebate schedule is as follows:  
• $30 per Sustaining Member 
• $9 per Individual Member 
• Anniversary payment consisting of $2 per Member, not to exceed $100 
• District Conference Attendance Rebate consisting of $100 for the Section’s first  
  attendee to their District Conference and $50 for the second and third attendee,  

not to exceed $200. 
 

To qualify for the annual Anniversary Payment, the Section will need to: 

 Submit its Section Annual Reports, Part I and Part II, by the July 1 deadline 

 Maintain an active membership of at least 25 Members enrolled in any of the grades of 
membership. 

 Hold at least three technical meetings during the Section year. 
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Nominations – The Nominating Committee Chairman may take any inquiries he/she feels 
necessary to the Committee’s activity, but will make no disclosures regarding the Committee’s 
deliberations.  The slate of nominations is to be prepared for presentation at the Charter 
meeting. 
 
Future Programs – The Program Chairman should ask the audience for suggestions for future 
monthly meetings.  A general discussion of the needs and interests of the Members will be very 
helpful to both the Officers and the Members in determining the nature and objective of the 
Section’s program of activities. 
 
Closing ‐ The Chairman will announce that the Charter Meeting of the Section will be held in 
approximately 30 days.  All present will receive more specific information in the program 
announcement.  The Chairman should make clear that any new members who join by that 
date will be Charter Members of the Section.  The Membership Chairman will be present 
with applications to be forwarded to National for processing.  

Charter Meeting 

The Charter Meeting is to be held as soon as possible after Board approval.  The Program 
Chairman should be certain before the meeting that any special equipment required, such as 
projector or microphone, is on hand.  It is recommended that a technical program not be 
planned for this first official meeting of the Section.  With the election of officers, presentation 
of the Charter, introductions and addresses, a technical talk would make the meeting too long.  
The Program Chairman, or a designated representative, should meet with the District Director 
upon his/her arrival in the city and arrange transportation and accommodations.  It is 
customary that the District Director be the dinner guest of the Section, but should pay hotel 
expenses and transportation costs personally.  

Everyone attending the meeting should again be asked to fill out cards with name, title or 
occupation, company and address.  If the meeting is preceded by a dinner, the Activation 
Chairman will introduce all guests after the meal.  The local dignitaries present will make their 
remarks at this point.  Following these addresses, the Chairman will call the Charter Meeting to 
order.  

Election of Section Officers – The Nominating Committee Chairman will announce the slate of 
Candidates.  After each nominee, the Activation Chairman will call for additional nominations 
from the floor.  If there are no additional nominees, the candidates from the Committee’s slate 
will be declared elected by acclamation.  If there are additional nominees, a simple plurality of 
paid members only, by hand‐raising or standing vote, will decide the winner. 
 
Elections begin with the Chairman and proceed through First Vice Chair, Second Vice Chair, 
Secretary and Treasurer, followed by Members‐at‐Large of the Executive Committee by term of 
office.  The entire slate for Executive Committee Members‐at‐Large should be read as a group  
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and, if there are no nominations from the floor, will be elected as a group. If, however, there 
are additional nominees, the election should be conducted as follows: 
 

1)   Announce the number of seats to be filled for three‐year term of office as 
determined by the Section Bylaws.  

2)   Instruct all voting members to vote as many times as there are seats to be filled; for 
example, if there are two positions for the three‐year term of office, each Section 
member will vote two times.  

3)   The candidates with the greatest number of votes will be declared elected; that is, if two 
seats are to be filled, the two top candidates will be elected.  

4)   Repeat above procedures 1) through 3) for the two‐year and then the one‐year terms of 
office.  

Following the elections, the newly elected Chairman will take the floor and introduce all new 
Officers to the membership.  It will be the Secretary’s job to send a list of these Officers to 
National Headquarters.  

Section Committees – The Section Chairman will now appoint Chairmen for Section program, 
education, membership and publicity committees.  The Chairman may wish to summarize the 
duties of the various committees, as described in “The AWS Manual of Operations for AWS 
Sections” for the information of the members.  

The Chairman may ask for volunteers and/or nominations from the floor.  The appointments 
should be announced immediately.  The Chairman should also announce that other 
committees, such as scholarship, publicity, certification, awards and technical will be formed 
as needed.  

Regular Meeting Date – A hand‐raising or standing vote should be taken to select the regular  
monthly meeting day of the Section (1st Tuesday, 3rd Thursday, etc.) so that the Program 
Chairman can give specific dates to the speakers contacted.   
 
Presentation of Charter – The Section Chairman will now introduce the District Director, 
representing the AWS President.  The Director will give a brief welcoming address to the 
members and refer to the AWS objectives, organization, history, etc.  At the end of his/her talk, 
the Director will present the Charter to the Section Chairman and the Section’s first anniversary 
payment to the Treasurer. 
 
Closing – After expressing the appreciation of the Section to the District Director and other 
guests who may be in attendance, the Chairman will formally adjourn the meeting.  
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PART II 
 

Division 
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AWS Division 
 

The Board of Directors Rules of the American Welding Society, under Section II indicates the 
following: 
 
2.8 Division of a Section.  A Section, upon approval by the Board of Directors, may organize a 
Division of the Section, based on geographical location or subject matter.  Such Division shall 
be administered by the Section, including operating funds deemed appropriate by the 
Section based on the Division of membership.  

Forming a Division 
 
Any active AWS Section has the right to organize and operate a Division within its authorized 
boundaries. The Division should be assigned boundary lines, and all the members in the area 
credited to the Division unless they wish otherwise.  The formation of a Division shall be 
approved by the Board of Directors and copies of the Bylaws as well as a letter of petition to 
Charter must be sent to Section Services. 
 
A Division may be organized on the basis of 25 enrolled members, but it is advisable that it have 
35 or more.  Industry cannot afford to finance travel and time for speakers to appear before 
small groups.  Therefore, to obtain satisfactory speakers, it is advisable that the program for 
most Division meetings be scheduled much the same time as the Section’s. For example, 
Tuesday, March 16, for the Section and Wednesday, March 17, for the Division.** 
 
The management plan for a Division may be identical to that for a Section. It is advisable, 
however, that an Officer of the Section (either First or Second Vice Chairman) hold the office of 
Vice‐Chairman‐at‐Large of the Division, and be the person designated by the Section to be 
liaison between Division and Section, and responsible for looking after the needs of the 
Division.   Otherwise, the organization of a Division is conducted in the same fashion as a 
Section.  The proposed bylaws for AWS Sections may be adapted for use by a Division. 

 
 
 

 
 
 
 
 
 
_____________________________________ 
** This arrangement can also be advantageous between two or more Sections. 
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Part III 
 

International Sections 
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Actions Taken by the AWS Board of Directors 
 

The Board of Directors, during their meeting of October 27‐28, 1987 rescinded a 
previous motion that “no Section is to be set up at this time outside the United States.”  

During the October 26‐27, 1988, meeting, the AWS Board of Directors approved a 
“Guideline for International Affiliates” and again, during the April 6‐7, 1989, meeting of the 
Board of Directors, the name International Affiliate was dropped and the name “International 
Section” was approved.  

 
Guidelines for AWS International Sections 

(revised 10‐29‐06) 
 

 A group of 40 current members located in the same geographical area may be 
designated as an AWS International Section. 

 

 Each member in the geographical area shall be assigned to the International Section. 
 

 Formation of each International Section to be approved by the Board of Directors upon 
application from the Section, which will include boundary designations. 

 

 A set of rules by which the Section operates (Operating Rules) shall be written by the 
Section Executive Committee.  The Operating Rules shall be forwarded to AWS National. 

 

 International Sections may solicit contributions for expenses of the International 
Section.  Solicitation of contributions for this purpose shall be confined to the approved 
geographical area so as not to interfere with International activities of the Society.  Any 
broader solicitation of contributions must be approved by the Board of Directors of the 
Society. 

 

 Upon approval of the Board of Directors, $250 U.S. will be awarded to the International 
Section to assist in activities.  Rebate on membership to the International Section will be 
as currently designated to domestic Sections by the Board Rules. 

 

 No International Section may engage in any political activity, including lobbying.  This 
does not prohibit individuals from exercising their right to support candidates of their 
choice or take other political action providing there is no connection with the AWS. 

 

 International Sections shall be managed by an Executive Committee consisting of a 
Chair, Vice Chair, Treasurer, Secretary, and other individuals appointed by the Chair.  
International Sections are encouraged to promote a succession officers.  A succession of 
officers assures continued activity of the section.  Only members assigned to the 
International Section may be Officers. 
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 An International Section report shall be submitted to AWS National prior to the annual 
date specified in the Section’s Operating Rules.  The Report shall include 1) Officers for 
the coming year, 2) review of past year’s meeting(s) and activities, and 3) financial 
statement. 

 

 Each International Section is required to hold one meeting annually.  Each International 
Section is encouraged to hold several meetings annually.  The number and style of 
meetings are to be determined by the officers and members of the International 
Section.   

 

 Section meetings disseminate welding knowledge, encourage the advancement of 
welding and promote and encourage international cooperation and exchange of 
information. 

 

 International Sections are requested to notify AWS National if there are any Societies, 
Institutions or government agencies that would have any jurisdiction in the decision to 
charter the Section. 
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SUGGESTED OPERATING RULES FOR  
AWS INTERNATIONAL SECTIONS 

 
OPERATING RULES OF THE ________________________________________ INTERNATIONAL 
SECTION OF THE AMERICAN WELDING SOCIETY, INC. 
 
NAME:  The name of this organization shall be the _____________ International 

Section of the American Welding Society, Inc., hereinafter called the 
Section. 

 
OBJECTS:  Section meetings shall disseminate welding knowledge, encourage the 

advancement of welding and promote and encourage international 
cooperation and exchange of ideas. 
     

ORGANIZATION:  The organization of this Section shall be subject to the approval of the 
Society’s Board of Directors. 

 
1.  Not fewer than forty (40) members or eligible paid applicants for 

membership in the Society, in either the Sustaining or Member 
grades may apply for authorization for the organization of a new 
Section.   

 
2 Each member in the geographical area shall be assigned to the  
  International Section. 

 
3. To maintain an active status, the Section shall abide by the following 

requirements: 

 Hold at least one meeting annually.  Each International 
Section is encouraged to hold several meetings annually.  The 
number and style of meetings are to be determined by the 
officers and members of the International Section. 

 Maintain a total paid membership of at least twenty‐five 
Individual Members 

 An International Section Report shall be submitted to 
AWS National prior to the annual report date specified in the 
Section’s Operating Rules.    The Report shall include 1) 
Officers for the coming year, 2) review of past year’s 
meeting(s) and activities, and 3) financial statement. 

 
The annual report date for the ______________________________ 
International Section shall be the first day of __________________. 

                                                                             (month) 
Note:  The preferred report date is July 1. 
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 Should the Section become inactive, the National  
Secretary shall report the fact to the national Board of 
Directors, which may disband the Section in accordance with 
the Rules of the Society. 

 Should the Section be disbanded, the Section Treasurer  
shall return to the society all of its remaining funds with 
suitable accounting for receipt and disbursement of funds.  A 
disbanded Section may be reinstated by the National Board of 
Directors in accordance with the Rules of the Society. 

       
MANAGEMENT  International Sections shall be managed by an Executive  

Committee consisting of a Chair, Vice Chair, Treasurer, Secretary, and 
other individuals appointed by the Chair.  International Sections are 
encouraged to promote a succession officers.  A succession of officers 
assures continued activity of the section. 

       
DUTIES OF    CHAIRMAN – The Chairman shall preside at all meetings of the 
OFFICERS    Section.  He/she shall act as chief executive officer of this Section. 
  It is the responsibility of the Chairman to ensure that the Section’s 

Annual Report is submitted to AWS National prior to the date specified 
by the Section. 

  
  FIRST VICE CHAIRMAN – The First Vice Chairman shall perform the duties 

of the Chairman in the event the Chairman is absent or unable to act.  
He/she may be designated to serve as Program Chairman of this Section. 

 
  SECRETARY – This member shall be custodian of all papers and non‐

financial records of the Section and shall perform the usual duties of a 
recording and corresponding Secretary.  Arrange for and supervise the 
distribution of Section meeting notices to all members, prospective 
members, approved organizations, and National Headquarters, as 
decided. 

 
TREASURER – The Treasurer shall be the financial officer of the Section.  
The Annual Section rebate check will be made in the name of the AWS 
XYZ Section.  The Section must establish a bank account in the name of 
the Section.  Rebates will either be wired directly to the bank account, or 
the Section may opt for AWS to hold its funds in an account established 
for the Section.  The Section may then draw upon the funds to pay for 
memberships and AWS publications. 
 
He/she shall keep complete and accurate accounts of receipts and 
disbursements in books belonging to this Section, and shall deposit 
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  all funds of the Section in the name and to the credit of this Section, in 
such depository as may be designated by this Section’s Officers.  The 
main obligation of the Treasurer is to serve as custodian of all Section 
funds.  To fulfill this obligation, the Treasurer must insist upon being 
made aware of every Section activity and be informed as to the 
possibility of its need for funds, the amount of such and the frequency.  
At no time should approval be given to the financing of projects if the 
Section’s welfare is not indicated.  When it appears that the Section’s 
operations are consuming funds beyond those provided in the budget, it 
is the Treasurer’s obligation to bring this matter to the immediate 
attention of the Chairman, First Vice Chairman and Secretary with 
recommendation that either certain operations be curtailed or additional 
ways and means be developed for proper financing. 

 
COMMITTEE  Each Section may appoint/elect additional Officers and/or 
CHAIRMEN  Committee Chairmen to fill various other positions as needed.  Duties 

and responsibilities of Section Officers may be found in the Operations 
Manual for Sections, Divisions and International Sections. 

 
MISCELLANEOUS  These Operating Rules shall go into effect immediately upon their 

adoption by a vote of this Section, as long as the Bylaws are in agreement 
with the National Bylaws as adopted by the National Board of Directors. 

 
AWS National must be notified if there are any Societies, Institutions or 
government agencies that would have any jurisdiction in the decision to  
charter this Section. 
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Section Organizational Packet #1 
Packet #1 is sent to the initial inquirer 
 

 Cover letter to include District Director’s name and contact information 
 

 Organizational Manual for Sections, Divisions and International Sections 
 

 Membership application forms 
 

 Corporate Member application forms 
 

 Publication Catalogs 
 

 Sample copy of the Welding Journal 
 

 Names and contact information of neighboring Section officers 
 

 

 

 

Section Packet #2 
Packet #2 is sent to the Activation Committee Chairman upon approval of the District Director, 
and after the names and contact information of the Activation Committee members have been 
submitted to National. 
 

 Cover letter 
 

 AWS Section letter of introduction 
 

 Membership applications 
 

 AWS Manual of Operations for Sections, Divisions and International Sections 
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SUGGESTED BYLAWS FOR AWS SECTIONS                
Revised 12‐13‐17 

 
BYLAWS OF ____________________________________________SECTION OF THE 
AMERICAN WELDING SOCIETY, INC. 

 
ARTICLE I 

NAME 
Section 1.  The name of this organization shall be the _____________ Section of the 

American Welding Society, Inc., hereinafter called the Section. 
 

         
 ARTICLE II 

OBJECTS 
Section 1. The objects of this Section shall conform to those of the American 

Welding Society, Inc., hereinafter called the Society.  The objects of the 
Society shall be: 

(a) To encourage in the broadest and most liberal sense the 
advancement of welding; 

(b) To encourage and to conduct research, both basic and applied 
in all sciences as they relate to welding; 

(c) To improve the education and usefulness of personnel engaged 
in and associated with welding activities; 

(d) To engage in and assist others in the development of sound 
practices for the application of welding and related processes; 

(e) To disseminate welding knowledge through its publications, 
meetings, discussions, consultations, exhibits and by any other 
available means; 

 
Thereby fostering public welfare and education, aiding in development of 
our country’s industries and adding to the material prosperity and well-
being of our people. 
 
 

ARTICLE III 
ORGANIZATION 
Section 1. The organization of this Section shall be subject to the approval of the 

Society’s Board of Directors. 
 

Section 2. Not fewer than fifty (50) members or eligible paid applicants for 
membership in the Society, in either the sustaining or member grades may 
apply for authorization for the organization of a new Section. 

 
Section 3.  Requirements of an Active Section.  To maintain an active status, the 

Section shall: 
1. Hold at least three (3) meetings during the Section’s membership 

year for purpose of presentation of appropriate papers and 
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interchange of ideas and information.  Where practical, this 
Section shall promote inspection trips, educational lectures, and 
courses. 

2. Have a total paid membership of twenty-five Members. 
3. Submit annual reports to the Secretary of the Society in accordance 

with the Society Rules.  Should the Section become inactive, the 
National Secretary shall report the fact to the national Board of 
Directors, which may disband the Section in accordance with the 
Rules of the Society. 

 
Section 4. Should the Section be disbanded, the Section Treasurer shall return to the 

Society all of its remaining funds with suitable accounting for receipt and 
disbursement of funds.  A disbanded Section may be reinstated by the 
National Board of Directors in accordance with the Rules of the Society. 

 
ARTICLE IV 

MEMBERSHIP 
Section 1. All members of the American Welding Society, namely, Sustaining 

Members, Members, Transitional Members, Student Members, Retired 
Members, Honorary Members and Life Members, residing within the 
bounds of this Section except those who have joined another Section in 
accordance with the National Bylaws of the American Welding Society 
and all others who have chosen to join this Section shall be members of 
this Section. 

 
Section 2.  All Members other than Student Members of this Section who are in good 

standing shall have the right to vote and hold office. 
 

Section 3.  Eligibility for membership shall be in accordance with Article 1 Section 1 
of the Bylaws of the Society. 

 
 

ARTICLE V 
MEETINGS 
Section 1.  Regular meetings of this Section shall be held at such time and place as 

determined by the Executive Committee. 
 

Section 2.  The annual meeting of this Section shall be held in the Month of (April or 
May*) of each year for the election of Section Officers and Executive 
Committee for the coming year, and for the transaction of such other 
business as may require action by this Section’s membership. 

 
Section 3. The membership and fiscal year of this Section shall commence on June 1 

and end on May 31. 
 
                                                            
*   Select one month for annual meeting. 
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ARTICLE VI 
MANAGEMENT 
Section 1. The Officers of this Section shall consist of a Chairman, a First and 

Second Vice Chairman, a Secretary and a Treasurer, all of whom shall be 
elected for a term of one year by the Section at the Charter Meeting and 
each annual meeting thereafter.  It is suggested the Chairman, the First and 
Second Vice Chairman shall not be eligible for election to the same office 
for more than two terms in succession. 

 
Section 2. The management of this Section shall be vested in an Executive 

Committee consisting of the Officers of the Section, the immediate Past 
Chairman and (three or six) Members-at-Large**. 

 
Section 3. At the Charter Meeting of this Section, one-third of the Members-at-Large 

of the Executive Committee shall be elected to serve for one year, one-
third for two years, and one-third for three years.  At each annual meeting 
thereafter, one-third shall be elected to serve for three years. 

 
Section 4. The Executive Committee shall have power to fill vacancies in its 

membership, such member to hold office for the unexpired term of the 
vacating member. 

 
Section 5. The Executive Committee may hold meetings, subject to the call of the 

Chairman, as frequently as the interests of this Section require. 
 

Section 6. At all meetings of the Executive Committee, a majority shall constitute a 
quorum.  Any member of the Executive Committee not present for three 
consecutive meetings may be asked by the Chairman to vacate the position 
held. 

 
Section 7. Family members/relatives of the Section Treasurer may not serve as 

Chairman or other Officer. 
 
Section 8. Each Section must have at least two, preferably three, signatories for each 

financial account (checking, savings, CD, Section Investment Agreement 
with AWS National, etc.).  The Executive Committee must insure that the 
Section’s signatories are updated on all accounts when necessary. 

 
Section 9.  All obligations of the Section will be paid by check, drawn to the 

Section’s account.  

 Checks should be signed by the Treasurer and at least one other 
Officer designated by the Executive Committee to have this authority.   

                                                            
** Specify a sufficient number to satisfy the requirements of this Section. 
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 Should it not be possible to acquire a second signature, Chair should be 
notified of disbursement and a confirmation via email should be 
attained and saved for record keeping. 

 Disbursements over $1,000 require email notification and approval 
from all Officers. 

 No checks should be written to an officer without proper approval. As 
such, any payment made by personal credit card for Section-related 
activities must be approved by all officers prior to reimbursement. 

Section 10.  The Chairman of the Executive Committee may request an audit of the 
Section’s books at any time.  The outgoing Chairman and incoming 
Chairman shall audit the books at the end of the fiscal year and sign the 
same before making out the annual report, and at any time there is a change 
of Treasurer. 

 
    

ARTICLE VII 
DUTIES OF  
OFFICERS 
Section 1. CHAIRMAN – The Chairman shall preside at all meetings of the Section 

and of its Executive Committee.  He/she shall act as chief executive 
officer of this Section subject at all times to approval of the Executive 
Committee. 

 
Section 2. FIRST VICE CHAIRMAN – The First Vice Chairman shall perform the 

duties of the Chairman in the event the Chairman is absent or unable to 
act.  He/she may be designated to serve as Program Chairman of this 
Section. 

 
Section 3. SECOND VICE CHAIRMAN – The Second Vice Chairman shall perform 

the duties of the Chairman in the event both the Chairman and First Vice 
Chairman are absent or unable to act.  He/she may be designated to serve 
as Membership Chairman of this Section. 

 
Section 4. SECRETARY – The Secretary shall keep minutes of all meetings of the 

Executive Committee.  The Secretary shall keep an accurate record of all 
members of this Section and shall periodically check the roster with the 
records of the Society.  This member shall be custodian of all papers and 
non-financial records of the Section and shall perform the usual duties of a 
recording and corresponding Secretary.  The Secretary, or such person as 
designated, shall submit a report in writing of each meeting of the Section 
to the National Secretary of the Society (Section Meeting Report Form), 
with a copy to the District Director.  The Secretary shall make an annual 
report to the National Secretary of the Society, with copy to the District 
Director.  If absent these duties fall upon the other officers in the 
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following order: Chairman, Treasurer, First Vice Chairman and Second 
Vice Chairman.  Bring to the attention of the Chairman all 
correspondence, bulletins, notifications, and matters affecting the 
Section’s activities as well as those which the Chairman should bring 
before the Executive Committee, under the direction of the Chairman.  
Arrange for and supervise the mailing of all Section meeting notices to all 
on the mailing lists of members, prospective members, approved 
organizations, District Directors, National Headquarters and other Section 
Secretaries as decided. 

 
Section 5. TREASURER – The Treasurer shall be the financial officer of the Section.  

He/she shall keep complete and accurate accounts of receipts and 
disbursements in books belonging to this Section, and shall deposit all 
funds of the Section in the name and to the credit of this Section, in such 
depository as may be designated by this Section’s Executive Committee. 

 The Treasurer shall ensure there are at least two, preferably three, 
signatories listed on the Section’s financial account(s). 
The Treasurer shall provide an updated financial report at Section and 
Executive Committee meetings, and provide the Section Chairman 
periodic reports, as requested.   
 
The Treasurer shall prepare a budget based on anticipated income and 
fixed expenses for submission to the Executive Committee at the first 
Executive Committee meeting of the Section’s fiscal year.  The Treasurer 
shall disburse the funds of this Section as may be ordered by this Section’s 
Executive Committee, requiring receipt of proper vouchers for such 
disbursements.  A requirement may be made by this Section’s Executive 
Committee to file a proper bond, conditioned upon the performing duties 
of this Section entrusted to him/her.  Prepare annual report of receipts and 
expenditures prior to the end of the fiscal year and forward a copy of the 
report to the Secretary of the Society with copy to the District Director.  
The Treasurer prepares for each meeting of the Executive Committee a 
report on the financial status of the Section.  Retain bank statements for a 
minimum of _____ years and a maximum of _____ years before disposing 
of them.  (The statute of limitations varies according to state.  Check 
regulations applicable in your state.)  The main obligation of the Treasurer 
is to serve as custodian of all Section funds.  To fulfill this obligation, the 
Treasurer must insist upon being made aware of every Section activity and 
be informed as to the possibility of its need for funds, the amount of such 
and the frequency.  At no time should approval be given to the financing 
of projects if the Section’s welfare is not indicated.  While overruled by 
the Chairman and Executive Committee, a valid objection must be made 
to the action taken, it is the duty of the treasurer, for the record, to insist 
upon registration of this negative vote in the minutes of the Executive 
Committee meeting.  When is appears that the Section’s operations are 
consuming funds beyond those provided in the budget, it is the Treasurer’s 
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obligation to bring this matter to the immediate attention of the Chairman, 
Secretary, and Executive Committee with recommendation that either 
certain operations be curtailed or additional ways and means be developed 
for proper financing. 
 
 

ARTICLE VIII 
Treasurer’s 
Tutorial &  
Guidance 101 
 
OVERVIEW 

These guidelines are designed to supplement the AWS Manual of Operations For Sections and 
Divisions and bring the best business practices for Sections’ Treasury operations. Each Section 
should review, analyze and evaluate these guidelines and make necessary changes in its existing 
operations. The only mandatory requirements provided in the guidelines are located in the 
Annual Financial Report and Retention of Financial Records sections. 

TREASURER ORIENTATION 

 Three months before transitioning of duties to a new Treasurer, provide a description of the 
official duties (See AWS Manual of Operations for Sections and Divisions) and follow-up to 
ensure clarity in understanding of the information. 

 Two months before transition, summarize the tips for the new Treasurer based on your 
experience in the position and outline all the informal DOs and DON’Ts of being in the role. 

 One month before transition, meet with the new Treasurer and the new Chairman to review your 
records and documents in details and go over the software utilized to record and report Section’s 
finances. 

These include:  
-  Bylaws  
- archive of documents and receipts 
- forms  
- names of contacts from banks and vendors 
- contracts with hotels 
- computer software and online merchant accounts (Eventbrite, PayPal, etc) 
- bank statements 
- budgets  
- other relevant financial and membership information 

 
BANKING PROCEDURES  

Opening / Closing of a Bank Account 
To open or close a bank account, a written request should be made to the Section’s 
Executive Committee. The following information should be included in the request: 

 Bank name, address, bank contact and phone number 
 Purpose of the request 
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 Proposed account signatories 
 
All requests to open or close a bank account should be approved by the Section’s Executive 
Committee. The Section Treasurer will process and retain all documentation related to the 
opening or closing of bank accounts. All changes should be reported to the Executive Board 
and recorded in the Section’s meeting minutes. 

Account Signatories 
The Treasurer is responsible for ensuring that accounts are properly maintained and that 
signatories are correct and updated as necessary. This includes responsibility to ensure accounts 
are opened and closed as necessary including timely accounting for all related funds. For the 
bank accounts, the signatories should be the Treasurer and at least two other current officers of 
the Section. At the beginning of each Section year, the procedure of updating the signatories on 
each of the bank accounts should be performed as quickly as possible.  
The Treasurer should identify each account and then contact each of the applicable banks to 
determine the best methods of updating signatories. 

Additions / Deletions of Authorized Signatories 
All requests to add or delete bank signatories should be approved by the Section Treasurer and 
Chairman. All changes to authorized signatories should be reported to the Executive Committee 
and recorded in the Section meeting minutes. Upon receipt of an approved request, the Treasurer 
will notify the bank of signature changes and coordinate the effort to ensure the changes occur 
timely. The Treasurer will retain all documentation related to the addition and deletion of bank 
signatories. 
 
Cash Receipts 
1. Receipts usually come in the following ways: 1. Checks and cash from members or sponsors 
2. Credit/Debit card payments received through merchant accounts (i.e. Eventbrite, PayPal)  
3. Section rebate checks from American Welding Society Headquarters. 
 
To ensure safeguarding of Section’s assets, the following controls are recommended for 
implementation: 

A.  Registration for events should be handled by a Section Member, preferably other than the  
Section Treasurer 

B.  Event payments should be received by the Section Treasurer 
C.  Cash payments should be deposited as soon as practical, preferably within three business day 

of the event. 
D.  Electronic payments via Eventbrite, PayPal or other third party payment systems should be 

under the control of the Section Treasurer. Such payments should be transferred directly to the 
Section bank account 
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E. The Treasurer is responsible for obtaining the cash receipts activity from any merchant 
accounts and posting the necessary transactions into the book of records (i.e. 
QuickBooks/Monthly Reconciliation) 

F. An officer or designee should reconcile actual receipts (credit card payments, cash, and 
checks) to the attendance records (hard copy or electronic sign-in sheets) for every paid event 
offered by the Section. This control is not recommended to be performed by the Treasurer to 
ensure proper segregation of duties. 
 

Cash Disbursements 
Each Section should establish their own monetary disbursement limits, determine authorized approvers 
and the process to approve transactions supporting operations of the Section. This decision should be 
discussed and approved by all members of the Executive Board and documented in the Section’s meeting 
minutes.  
Each payment should be supported by an invoice or appropriate supporting document (check request 
form, quote, receipt, vendor contract, venue contract, etc.) and approved by the authorized approver. In 
case an approval is obtained verbally, as part of the Executive Meeting or other arrangement, a note 
specifying an approval should be made in the Executive Committee meeting minutes subsequently. 
Original hard/soft receipt copies should be obtained and retained by the Treasurer per the provision for 
records retention (see Retention of Organizational Records below).  

The Treasurer makes payments in the following ways: 1. Manual check  2. Debit card 3. Online 
payments.  If payment is made by a check, the Treasurer manually prepares the check for the invoice 
amount, signs the check and mails it to the designated payee. Check stock should be maintained by the 
Treasurer and adequately safeguarded at all times. Debit card and Online payment receipts should be 
stored per the retention of the Organizational records guidance (see Retention of Organizational Records 
below). 

Recommended Cash Disbursement and Authorization Matrix: 

Approver Monetary Limit 
All Members of the Executive Board Over $1,000 or 50% of Section’s Cash Balance as of 1st   

of the month subsequent to receipt of AWS rebate check. 
Treasurer, Chairman and half of the Board Members $500 - 1000 
Chairman, Treasurer, First Vice Chair or Secretary Up to $500 

 

PLANNING, REPORTING AND RECORD KEEPING 

Annual Budget Procedures 
A budget is a plan of action. It represents a Section’s blueprint for the entire year, expressed in 
monetary terms. The budget results from the Board’s decisions as to the Section’s programs for 
the future. Thus, a Section should know what its goals are before it can prepare a budget. The 
following basic steps are recommended to prepare a well-conceived budget.  
A. Past performance is generally a good indicator of future performance; thus, budgets and 

financial statements from previous years are invaluable to establishing a realistic budget. 
Financial statements from previous years that compare the budgeted revenue with actual 
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revenues and expenses, item by item, are similarly an indispensable budgeting aid. It also is 
helpful to review a year-to-date financial statement and compare it with the budget. Input 
from past Section program leaders and directors, as well as other Sections in a district, may 
also prove valuable. 

B. Prepare a list of objectives or goals for the upcoming year. Re-evaluate the relative priority of 
existing programs and include any new initiatives.  

C. Estimate the cost of each objective or goal on the list. For continuing programs, the previous 
year’s actual expenses and budget will be helpful in estimating these costs.  

D. Compare total expected income to the expense of achieving the Section’s objectives and 
goals. Where projected expenses exceed income, value judgments will have to be made. 
What programs are most important? What costs can be reduced? Can additional income be 
found?  

E. Submit the final proposed budget to the entire Board for review and approval. This should 
not be just a formality. The budget should be carefully presented and reviewed so that once 
approved, all Section leaders will be firmly committed to the resulting plan of action.  
 

The most carefully thought-out budget will be of little value if it is not compared throughout the year with 
the actual results of Section operations. As such, the budget should be compared to actual financial 
statement figures monthly to monitor Section financial activities throughout the year. Properly used, the 
budget can provide a benchmark that will be an early warning to the Board that financial goals may not be 
met. A budget, to be effective, should be a working document that forms the basis for action. A budget 
should not be seen as a restrictive device, but a way of estimating and guiding the spending of Section 
resources. 

The best-prepared budget serves little purpose if the Board is unwilling to take action once it becomes 
apparent that expenses are exceeding the budget or that income has not been as high as anticipated. The 
Board should be prepared to modify the Section’s plans if it becomes clear that the budget cannot be met. 
Many budgets fail because the Board does not take aggressive, corrective action. In these instances, the 
Section’s Board is not fulfilling its responsibilities and the budget is a meaningless formality. 

Monthly comparison of the Section’s budget to actual operating results can also be a very effective 
internal control. If deviations from the budget are carefully followed up by the Board, the likelihood of a 
misappropriation occurring without being detected quickly is considerably reduced. Every Board member 
should ask questions about any item that appears out of line either with the budget or with expected 
figures. 

Bank Reconciliations 
One of the most important methods of financial control for a Section is a bank reconciliation of all 
Section bank accounts. Preparing a bank reconciliation involves reviewing the Section’s checkbook 
balance and bank accounts’ cash balances. Reconciliation is the primary method of double-checking the 
Section’s handling of cash receipts and disbursements during the month and exposing any errors. 
 
To facilitate collaboration between Sections and their Districts, as well as to provide accountability and 
transparency, Treasurers are encouraged to determine an optimal frequency of performing reconciliations 
of their financial operations with agreement and confirmation of their District Directors (monthly, 
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quarterly etc). Once a frequency is determined, Treasurer should start submitting reconciliations along 
with the corresponding bank statements to District Director for a review. 

Annual Financial Report 
The Section Annual Financial Reports, with required documentation (see below), should be submitted to 
the AWS Headquarters by the July 1 due date for the Sections to receive their Annual Rebates in 
September. Copies of these Reports should also be sent to the Section’s District Director.  
1.   Annual Financial Report  
2.   12 bank statements for the entire year 
3.  Self-Assertion Confirmation Form. The form is designed with intuitive PDF features and can be 
     completed and signed without printing.  
  (A new form required to be submitted beginning 2018, see Self Assertion Form below) 

Retention of Organizational Records 
The Treasurer should maintain books and records to document transactions by Section year, which runs 
from June 1 through May 31. These records should be maintained in a neat, orderly fashion by year and 
type of receipt or expense. Examples of the types of books and records would include: 

 Event attendance records 
 Board meeting minutes 
 Cash receipts and cash disbursements (including copies of checks issued, if not part of the 

bank statements) 
 Records of cash disbursement approvals (if not part of the meeting minutes) 
 Annual Financial Reports 
 Bank Reconciliations 

 
These records should be turned over to the succeeding Treasurer at the conclusion of each term of office. 
Records should be maintained in accordance with the following schedule: 

 Retain cancelled checks should be stored for a minimum of three years and maximum of eight 
years before disposing of them. 

 Section’s Bylaws and Annual Financial Reports are the key documents for any Section and 
therefore should be stored permanently. 

 All other financial and operational records shall be maintained for current year plus a 
minimum of three years.  

 

Self Assertion Form 

Section 
Self-Assertion Confi 
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ARTICLE IX 
 
SECTION 501(c)(3) 
PROVISIONS FOR 
GOVERNING  
DOCUMENT 

 
Section 1.   The Section is organized, and shall be operated exclusively for,  

educational and charitable purposes within the meaning of Section 
501(c)(3) of the Internal Revenue Code of 1986, or corresponding section 
of any future tax code (the “Code”).  
 

Section 2.  No part of the net earnings of the Section shall inure to the benefit of any 

officer or director of the Section, or any private individual (except that 
reasonable compensation may be paid for services rendered to or for the 
Section affecting one or more of its purpose(s)); and no director, officer or 
any private individual shall be entitled to share in the distribution of any of 
the corporate assets on dissolution of the Section. 

Section 3.  No substantial part of the activities of the Section shall be carrying on of  
propaganda, or otherwise attempting to influence legislation, and the 
Section shall not participate in, or intervene in (including the publication 
or distribution or statements) any political campaign on behalf of any 
candidate for public office. 
 

Section 4.  The Section shall not conduct or carry on any activities not permitted to be 
conducted or carried on by an organization exempt from taxation under 
Section 501(c)(3) of the Code, or by an organization, contributions to 
which are deductible under 170(c)(2) of the Code. 
 

Section 5.  Upon dissolution of the Section, after paying or providing for payment of 
any debts and other liabilities, all remaining assets of the Section shall be 
distributed to the American Welding Society provided that the American 
Welding Society is at such time exempt from federal income taxation 
under Section 501(c)(3) of the Code. 
 

ARTICLE X 
ELECTIONS 
Section 1.  The Section Chairman shall appoint a Nominating Committee to consist of 

at least three members, one of whom he/she shall designate as Chairman, 
preferably the immediate Past Chairman.  If available among those 
actively participating in Section activities, Past Chairmen should be 
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appointed as Nominating Committee members.  The Committee shall meet 
at least 90 days prior to this Section’s annual meetings. 

 
Section 2. The Nominating Committee shall report to the Section Secretary within 20 

days, the names of the nominees that they have selected for the various 
elective offices next falling vacant, together with (if necessary) the written 
consent of the nominees included in the report. 

 
Section 3. The nominees proposed by the Nominating Committee shall be designated 

as “Regular Nominees.” 
 
Section 4. Nominations for officers and members of the Executive Committee may 

also be made by petition by not less than ten members in good standing of 
the Section, the names of such nominees to be added to the slate as 
“Nominees by Petition.” 

 
Section 5. The names of the “Regular Nominees” and of the “Nominees by Petition,” 

if there are any, shall be presented at a regularly called meeting and the 
Chairman shall declare the closing date for further nominations. 

 
Section 6. Members cast their votes in person at the annual meeting.  The candidates 

receiving the largest number of votes for the respective offices shall be 
declared elected and shall assume office on adjournment of the annual 
meeting. 

 
Section 7. In case of a tie in the vote for any office, the Chairman shall cast the 

deciding vote, except in such case where he is involved in a tie vote, the 
most recent Past Chairman shall cast the deciding vote. 

 
Section 8. Provided there are no nominations by petition, and provided that the slate 

of “Regular Nominees” proposed by the Nominating Committee is mailed 
to all Members of the Section at least 45 days in advance of the annual 
meeting of the Section, election may be made by approval of a motion for 
the Secretary to cast a unanimous ballot for the election of those 
nominated. 

 
ARTICLE XI 

INDEMNIFICATION 
Section 1. Any person named as a defendant or respondent in a third party legal 

proceeding by reason of the fact that such person is or was a director or 
officer of the Section, shall be indemnified and held harmless by the 
Section, though not in excess of the actual amount of the Section’s 
available insurance coverage, against all costs, expenses, liabilities and 
losses (including reasonable attorneys' fees) reasonably incurred or 
suffered by such person in the defense of the legal proceeding, except in 
the event the officer or director  received an improper personal benefit, 
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engaged in willful misconduct, or other circumstances resulting in 
ineligibility for indemnification under applicable State law. 

 
ARTICLE XII 

MISCELLANEOUS 
Section 1. The Executive Committee is empowered to appoint committees 
 for special purposes. 
Section 2. The Chairman shall be ex officio, a member of all committees. 
 
Section 3. Proposal for amendments to those Bylaws may be submitted in writing at 

any regular meeting of this Section and, if approved by a majority of the 
eligible voting members present at the meeting, shall be submitted to the 
full membership of the Section.  If approved by two-thirds of the votes 
cast, the amendment or amendments shall become a part of the Bylaws 
provided they are not in conflict with the Constitution of the American 
Welding Society, Inc. 

 
Section 4. These Bylaws shall go into effect immediately upon their adoption by a 

vote of this Section, such adoption requiring at least a two-thirds vote of 
the Executive Committee, as long as the Bylaws are in agreement with the 
National Bylaws as adopted by the National Board of Directors. 
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Sample Petition Letter 

 
 

Original of this petition is to be sent to National prior to the Organizational meeting. 
 
 
Date 
 
Section Services 
American Welding Society 
8669 NW 36th St. #130 
Miami, FL 33166 
 
To the AWS Board of Directors, 
 
All necessary steps for the establishment of a Section of the American Welding Society, having 
been taken in accordance with the procedure prescribed by the Board of Directors, we hereby 
respectfully request formal authority to operate as the _____________ Section of the American 
Welding Society.  

Three (3) copies of our proposed Section Bylaws are attached.  These Bylaws, subject to 
approval by the Society, have been approved by the present Section membership.  

Sincerely, 
 
 
_____________________________ 
Section Chairman 
 
 
_____________________________ 
Section Secretary 
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Officer and Member List for Section Charter 

 
Section Name: _____________________________________        Location:_________________ 
 

Charter Officers: 
 

CHAIRMAN 
 
Name:____________________________________________ 
 
Member #_________________________________________ 
 
Address:__________________________________________ 
 
_________________________________________________ 
 
_________________________________________________ 
 
Phone: ___________________________________________ 
 
Email: ___________________________________________ 
 

SECRETARY 
 
Name:___________________________________________ 
 
Member #________________________________________ 
 
Address:_________________________________________ 
 
________________________________________________ 
 
________________________________________________ 
 
Phone: __________________________________________ 
 
Email: 
___________________________________________ 
 

FIRST VICE CHAIRMAN 
 
Name:____________________________________________ 
 
Member #_________________________________________ 
 
Address:__________________________________________ 
 
_________________________________________________
_ 
_________________________________________________ 
 
Phone: ___________________________________________ 
 
Email:  ___________________________________________ 
 

TREASURER 
 
Name:___________________________________________ 
 
Member #________________________________________ 
 
Address:_________________________________________ 
 
________________________________________________ 
 
________________________________________________
_ 
Phone: __________________________________________ 
 
Email: __________________________________________ 
 

SECOND VICE CHAIRMAN 
 
Name:____________________________________________ 
 
Member 
#________________________________________________ 
 
Address:__________________________________________ 
 
_________________________________________________ 
 
Phone: __________________________________________ 
 
Email:____________________________________________ 
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Charter Members 
     Member Name               Address 
 

 
1. ________________________________________ 

 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

 
2. ________________________________________ 

 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

 
3. ________________________________________ 

 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

 
4. ________________________________________ 

 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

 
5. ________________________________________ 

 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

6. ________________________________________
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
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7. ________________________________________
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

8. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

9. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

10. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

11. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

12. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

13. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
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14. ________________________________________ 

 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

15. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

16. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

17. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

18. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

19. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

20. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
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21. ________________________________________ 

 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

22. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

23. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

24. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

25. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

26. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

27. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
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28. ________________________________________ 

 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

29. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

30. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

31. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

32. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

33. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

34. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
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35. ________________________________________ 

 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

36. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

37. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

38. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

39. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

40. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

41. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
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42. ________________________________________ 

 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

43. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

44. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

45. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

46. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

47. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

48. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
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49. ________________________________________ 

 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 
 

50. ________________________________________ 
 

Member #___________________________________ 
 

Phone: _____________________________________ 
 

Email: ______________________________________ 

 
_________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
 

___________________________________________ 
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Installation of New Officers 
Plan 1 

 
 
I would ask that the Outgoing Officers please come forward at this time.  

(Allow them to assemble in front of the group.)  

It takes a lot of personal time and effort to perform the various duties and tasks associated with 
conducting the affairs of a local AWS Section, and the Officers and Staff of the American 
Welding Society appreciate your giving of this time and effort; otherwise, there would not be a 
__________ Section of AWS.  I especially want to recognize the Outgoing Chairman, 
__________, who has led this Section during the past year.  I now declare you to be relieved of 
the duties of your offices for the 20___ ‐ 20___ year, and on behalf of the American Welding 
Society, and especially the __________ Section, I want to thank you for the work and leadership 
you gave during the past year in conducting the affairs of this Section.  

(Shake hands with each.)   (Applause) 

 
 
I would now ask that the newly elected and appointed officers please come forward at this 
time.  

(Allow time for them to assemble in front of group.)  

Each of you has been duly elected or appointed to a position of leadership and trust in the 
__________ Section of the American Welding Society.  The local membership will be looking to 
you to lead the Section forward during the coming year, and the National Officers and Staff of 
AWS will be looking for your support and cooperation as well.    

Do you accept the position to which you have been elected or appointed?  If so, then 
answer “I accept my position”.  

Do you intend to fulfill the duties of the position to which you have been elected or 
appointed to the best of your ability?  If so, then answer “I do so intend”.  

I now declare you duly installed officers of the __________ Section for the 20___ ‐20___ 
year. Congratulations!  

(Shake hands with each.)   (Applause) 
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Installation of New Officers 
Plan 2 

 
At this time, I would request the officers for the 20___ ‐ 20___ year to come forward and face 
the audience.  

(Allow time for the group to assemble.)  

You have been formally elected as the new officers of the __________ Section.  This is both an 
honor and a challenge. It is an honor in that the members have expressed their confidence in 
your ability and desire to serve as officers of this Section.  It is a challenge in that you will now 
have the responsibility for what may be the most demanding task of your career to date.  

Entrusted to you now are duties and responsibilities that must be energetically and creatively 
performed if this Section is to live up to its traditions, maintain its high standards of 
performance, and further improve its favorable reputation in the local welding community 
and the American Welding Society.  Like every Section in AWS, you will be faced with such 
problem as making ever dollar count, presenting interesting programs, maintaining 
communications, building the membership, and handling numerous administrative details.  
But I can also promise you personal growth as you meet and handle these challenges.  You 
will find that the experience gained here will improve your ability to plan, organize, and 
control in your daily work, especially your ability to motivate and communicate with people.  

And now, speaking to you as a team, having been elected to your positions of leadership, do 
you each agree to devote the time and energy to faithfully serve the __________ Section, to 
uphold its constitution and bylaws, and to aid fellow officers in achieving the Section 
objectives? If so, answer “We do agree.”  

(Addressing Section members in audience.)    

These leaders have expressed their willingness to serve you energetically and willingly as your 
Section officers.  As AWS members, are you willing to follow these leaders to help them 
continue the traditions on which this Section was founded, to render loyal service to those you 
have elected, and to mutually work toward constant improvement and development?  If so, will 
you indicate such willingness by standing and giving these officers a round of applause?  

I now declare these leaders duly installed as officers of the __________ Section of the 
American Welding Society.  Congratulations!  

(Shake hands with each as they return to their places) 
 
(Applause) 
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Discharge of outgoing Officers, Installation of New Officers 
Plan 3 

 
At this time, I would request that your 20___ ‐ 20___ outgoing Section officers, both elected 
and appointed, please come forward and face our audience.    

(Allow time for the group to assemble)  

I speak on behalf of the members of the __________ Section and the entire membership of the 
American Welding Society in expressing sincere appreciation for your efforts during this past 
year. You have served well and faithfully, and you have honorably discharged the 
responsibilities given you one year ago.  I, therefore, declare you relieved of your 
responsibilities, and your offices vacated.  Thank you and congratulations on a job well done!  

(Applause)  

I especially want to recognize outgoing Chairman __________.  On behalf of the National 
Officers and Staff of the American Welding Society, I would like to extend to you our personal 
thanks and sincere appreciation for your contribution of outstanding service to the __________ 
Section. During the past year, you have provided a new dimension of professional leadership in 
guiding this Section, and we hope that you will continue to maintain an active interest in AWS 
and your section.  Our best wishes to you for happiness and success in the future.    

(May present Certificate and/or Pin at this time if local Section has them) (Applause) (Shake 
hands with Chairman and all officers as they return to their places)  

I would now request that the officers for the new 20___ ‐ 20___ year, both elected and 
appointed, please come forward.  

(Allow time for the group to assemble)  

 
Do you as a team of AWS Section officers, solemnly pledge to lend your full 
administrative and leadership skills toward the achievement of the purposes of the 
__________ Section? If so, answer “We do”.  

Do each of you, as individuals, pledge that you will handle the responsibilities of your several 
elected and appointed offices in a manner so that, at years end, you can say ‘Through my 
efforts, this is an improved Section; it has served its members better than before; and it is well 
equipped to help its member meet the needs of the local welding community?  If so, answer “I 
will.” 
 
(Addressing Section members in audience)   These Section leaders have pledged to do their part 
vigorously and faithfully, but they cannot and should not do it alone. This Section derives its 
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strength from the participation of you, its members, and your contributions of energy, interest, 
and spirit.  Therefore, I ask you, the members of the __________ Section, ‘Do you agree to 
follow the leadership of this team and support their efforts through participation and 
attendance in  

Chairman __________________. You have been placed by your peers in the top 0.4% of AWS 
Members.  A rare honor.  Upon you rests the responsibility to lead this Section on to new 
achievements in the coming year.  It is a year that will live in your memory throughout the rest 
of your career.  I now declare you all officially installed as Officers of the _________________ 
Section.  Best wishes to all. 
 
(Shake hands with each as they return to their places.) 
 
(Applause) 

 


