


DRAFT
IEEE Eta Kappa Nu (IEEE-HKN) 
Process Manual
1. Preamble
1.1. This document defines the processprocesses for  IEEE-HKN.
1.2. The ProcessProcess Manual is subordinate to the IEEE-HKN Operations Manual.
1.3. The ProcessProcess Manual shall guide the decorum and procedures for the IEEE-HKN Board of Governors (IEEE-HKN BoG).

2. Amendments to this Document
2.1. Amendments to the Process Manual require a simple majority vote of the IEEE-HKN BoG.

3. Naming, Abbreviations, and Symbols 
3.1. Refer to the IEEE-HKN Operations Manual.

[bookmark: _GoBack]4. IEEE-HKN Publications
4.1. IEEE-HKN shall maintain an official publication called THE BRIDGE. The publication schedule shall be determined by the IEEE-HKN BoG.
4.2.1 IEEE-HKN shall maintain an active and updated website. 
4.2.2 The BRIDGE will be available as are other IEEE publications to members, non-members, and packaged periodicals. 
4.3. The IEEE-HKN BoG shall publish the open-session minutes of all IEEE-HKN BoG meetings. These minutes shall include all motions and vote records, including the governors' individual votes. This information shall be accessible through the IEEE‑HKN website within 15 business days of the meeting in standards compliant format.
4.4. The IEEE-HKN BoG shall publish the vote records for all motions, elections, and other votes on ballots, including the chapters' individual votes. These records shall be accessible through the IEEE-HKN website immediately after the vote results are announced. Electronic ballots must be retained in a standards-compliant electronic format for 1 year following the election outcome. Paper ballots must be retained for 1 year following the election outcome. 
4.5. IEEE-HKN shall publish the current contact information for all chapters on the website within 30 business days of receiving contact information from each chapter.
4.6. The IEEE-HKN BoG shall make available the financial statement of the IEEE‑HKN organizational unit. This information shall be available through the HKN website in a timely fashion after the conclusion of each fiscal year.

5. Geographical Representation on the IEEE-HKN Board of Governors
5.1. The IEEE-HKN BoG shall define and name geographical organizational units for the purpose of IEEE-HKN BoG geographical representation based on IEEE geographical Regions, Sections, or Student Branch boundaries.
5.2. As a guide to the IEEE-HKN BoG, the maximum number of IEEE-HKN chapters within an IEEE-HKN BoG geographical organizational unit should be no more than twice the number of IEEE‑HKN chapters in any other IEEE-HKN BoG’s geographical organizational unit.

6. IEEE-HKN Inductees and Members 
6.1. Qualification for election into IEEE-HKN is conferred by meeting the eligibility requirements within the IEEE-HKN Operations Manual.
6.2. Election is conferred by a majority vote of an eligible active IEEE-HKN chapter.
6.3. Induction is conferred by an individual previously participating in an HKN induction ritual or participating in the IEEE-HKN initiation ritual.
6.4. Individuals inducted into HKN or IEEE-HKN shall have the right to identify themselves as Inducted into Eta Kappa Nu for life. 
6.5. IEEE-HKN members are those individuals previously inducted in HKN or individuals inducted into IEEE-HKN and are active IEEE members in good standing.

7. IEEE-HKN University Campus (School) Chapters
7.1 A quorum for the transaction of University Campus Chapter (also known as School Chapter) business shall consist of at least one-half of the total active members of the IEEE-HKN Chapter. Student members pursuing a cooperative program or off the campus on an industrial assignment at the time of balloting shall not be counted in the active membership for the purpose of determining a quorum.
7.2. An IEEE-HKN University Campus Chapter shall be classified as inactive under any of the following conditions and shall become active after removing all of the following conditions:
7.2.1. The chapter has not submitted its annual report in accordance with stated deadlines.
7.2.2. The chapter has not submitted its updated contact and officer information in accordance with stated deadlines.
7.2.3. The chapter has not submitted to IEEE the list of individuals and required dues for its new inductees within 60 days of holding their induction.
7.2.4. The chapter has been deemed by two-thirds vote of the IEEE-HKN BoG to have conducted itself in a manner inconsistent with the standards of conduct outlined in the qualifications for induction.
7.2.5 If no induction is held within the last 2 years, then the chapter is considered inactive.
7.3. Inactive IEEE-HKN University Campus chapters may not vote in ballot measures and shall not count towards the total number of voting IEEE-HKN chapters.
7.4. Inactive IEEE-HKN University Campus chapters shall have no authority to induct individuals into IEEE-HKN.

8. IEEE-HKN Eta Chapters
8.1. Refer to the IEEE-HKN Operations Manual.

9. IEEE-HKN Alumni Chapters
9.1. An IEEE-HKN Alumni Chapter shall be classified as inactive under any of the following conditions and shall be come active after removing all the following conditions: 
9.1.1. The chapter has not submitted its annual report in accordance with stated deadlines.
9.1.2. The chapter has not submitted its updated contact and officer information in accordance with stated deadlines.
9.1.3. The chapter membership falls below 5 members.
9.1.4. The chapter has been deemed by two-thirds vote of the IEEE-HKN BoG to have conducted itself in a manner inconsistent with the qualifications for membership.
9.2. Inactive IEEE-HKN Alumni Chapters may not vote in ballot measures and shall not count towards the total number of voting IEEE-HKN chapters.
9.3. Inactive IEEE-HKN Alumni Chapters shall have no authority to induct individuals into IEEE-HKN.

10. IEEE-HKN Induction Requirements 
10.1. The IEEE-HKN induction requirements in this section are meant to clarify the requirements in Section 10 of the IEEE-HKN Operations Manual. 
10.2. To be eligible for induction post HKN merger into the IEEE, an IEEE-HKN candidate must be an IEEE member of any grade (or join IEEE simultaneously with his/her induction). All student candidates will be granted one (1) year of student membership (Student or Graduate Student Member grade) simultaneously upon induction into IEEE-HKN. At least one of the following conditions must also be satisfied:
10.2.1) The professional candidate for induction by an IEEE-HKN University Campus Chapter
10.2.1a) is currently not a student,
10.2.1b) and is a graduate of a school (university) with a new or reactivated IEEE-HKN University Campus Chapter, and meets at least one of the following conditions
10.2.1b.i) graduated less than two years prior to the installation or reactivation of the school's chapter,
10.2.1b.ii) would have been eligible for induction as either an undergraduate student or graduate student if a IEEE-HKN University Campus Chapter had been present while the candidate was in attendance. 
10.2.1b.iii) is approved by the faculty advisor and Head of the academic department of the nominating chapter, explicitly stating that the candidate has done meritorious work in a technical field of interest of IEEE and providing a short description of that work.
10.2.2) The faculty candidate for induction by an IEEE-HKN University Campus Chapter
10.2.2a) is currently a faculty member of a school (university) which meets the requirements set forth in Section 7.1 of the IEEE-HKN Operations Manual
10.2.2b) and has a principal area of professional interest falling within the IEEE technical fields of interest.
10.2.3) The undergraduate candidate for induction into IEEE-HKN 
10.2.3a) is an undergraduate student at an institution with an active IEEE-HKN University Campus Chapter or Branch of Eta Chapter;
10.2.3b) is pursuing courses leading to a first professional degree (typically Bachelor of Science or Bachelor of Engineering) or equivalent degree in an IEEE technical field of interest;
10.2.3c) and
10.2.3c i) has completed at least one-third of the degree requirements and has a cumulative scholastic rank in the upper fifth of their class,
10.2.3c ii) has completed at least one-half of the degree requirements and has a cumulative scholastic rank in the upper quarter of their class,
10.2.3c iii) has completed at least three-fourths of the degree requirements and has a cumulative scholastic rank in the upper third of their class,
10.2.3c iv) or has satisfied alternate criteria specified by the IEEE-HKN-BoG at the request of an IEEE-HKN Chapter to be in better agreement with the regulations and traditions of the institution wherein the chapter operates.
10.2.4) The graduate candidate for induction by IEEE-HKN University Campus Chapter or a Branch of Eta Chapter
10.2.4a) is a graduate student at an institution with an active IEEE-HKN University Campus Chapter or a Branch of Eta Chapter,
10.2.4b) is currently studying toward an advanced degree in one of the IEEE's fields of technical interest,
10.2.4c) is nominated for candidacy by any individual inducted into HKN or IEEE-HKN,
10.2.4d) has completed the equivalent of one-half of one academic year of full-time study at the institution (university) where s/he is studying,
10.2.4e) and is endorsed by the Head of the academic department wherein the student conducts the majority of his/her studies.
10.2.5) The professional candidate for induction by the IEEE-HKN Eta Chapter
10.2.5a) is a not a student
10.2.5b) and has done meritorious work in a technical field of interest of IEEE as evidenced by providing a short description of that work. 
10.2.5c) is approved as defined by the IEEE-HKN Operations Manual

11. Officers of IEEE-HKN
11.1. The complete record of each IEEE-HKN Officers election shall be published in accordance with the requirements in Section 4.4.
11.2. The IEEE-HKN BoG shall reference the IEEE Nominations and Appointments Committee procedures when evaluating nominations for Officers of IEEE-HKN. 

12. IEEE-HKN Board of Governors
12.1. The complete record of each IEEE-HKN BoG election shall be published in accordance with the requirements in Section 4.4.
12.2. The IEEE-HKN BoG shall reference the IEEE Nominations and Appointments Committee procedures when evaluating nominations for the IEEE-HKN Board of Governors.
12.3. If the President, Past President, and Vice President convene on behalf of the entire IEEE-HKN BoG, minutes of the meeting must be kept in accordance with the publishing requirements in Section 4.3.

13. Vacancies and Removal From Office 
13.1. Refer to the IEEE-HKN Operations Manual.

14. Interpretation of the Operations Manual 
14.1. Refer to the IEEE-HKN Operations Manual. 
15. Operational Procedures 
15.1. Refer to the IEEE-HKN Operations Manual.

16. Financial Affairs 
16.1. Refer to the IEEE-HKN Operations Manual. 
16.2. The IEEE-HKN Operations Manual does not take precedence over the IEEE financial and investment process.

17. IEEE-HKN Executive Director 
17.1. Refer to the IEEE-HKN Operations Manual.

18. Parliamentary Procedures
18.1. The conduct of IEEE-HKN BoG meeting shall be guided by Robert's Rules of Order (revised edition).
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