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Dan Mills Chapter Program Award
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Transmittal Letter

The transmittal letter is written by the nominator and provides a brief overview of the nominee’s qualifications. The nominator is typically a chapter representative or the CTTC RVC.

Example Transmittal Letter:

Dear Chapter Technology Transfer Committee,

I am pleased to nominate <Name> for CTTC’s Dan Mills Chapter Programs Award. <Name> served as the <Society Year> CTTC Chapter Chair for the <Chapter> and they went above and beyond to promote chapter programs to our local ASHRAE members.

Include an overview of accomplishments, such as programs, activities, meetings or other events that the nominee worked on during their tenure as CTTC Chapter Chair. Be sure to mention any extraordinary efforts or unique successes.

Best Regards,
<Name of Nominator>

CTTC RVC Letter of Recommendation

The CTTC RVC Letter of Recommendation is similar to the Transmittal Letter and may follow the same template. The CTTC RVC Letter of Recommendation is not needed if the CTTC RVC is serving as the nominator and already wrote the Transmittal Letter. 

Narrative Section

The Narrative Section provides a more detailed overview of how the nominee succeeded as CTTC Chapter Chair. Highlight specific areas where the nominee excelled and give examples.

Example Narrative Section:

<Name of Nominee>, <Chapter>, <Region>

Years of CTTC service:
· CTTC Chapter Member:
· CTTC Chapter Chair: 

1. Planning for Successful Chapter Programs
How did the nominee plan out their successful year? How often did they communicate with their CTTC RVC? Who did they work with in the chapter to plan and promote the programs?
2. Increasing Attendance at Chapter Meetings
How did the nominee cater programs to the interests of chapter members? Provide any stats on how much attendance increased. How were programs offered to accommodate more attendees?
3. Successful Programs
Was there a program or two that were particularly successful? What made them successful and what role did the nominee play in their success?
4. Promoting Special Chapter Programs
Did the nominee oversee the development of any out of the ordinary programs? Did they do joint meetings or work with a new organization? Did they collaborate with other chapters? Were there specific topics that were highlighted over the year, such as refrigeration?
5. PAOE
How did the nominee highlight PAOE throughout the year? 

Point Tally Form

Completed Point Tally Form, which is available on the CTTC webpage and shown below.
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PAOE CTTC Category Sheet

Include a copy of the previous Society Year’s PAOE CTTC category sheet. This shows where the nominee’s chapter placed in relation to other chapters within the same Region. The CTTC RVC has access to this PAOE report.

You may also include the CTTC category sheet breakdown for the nominee’s chapter, which shows how many points were earned for each category (but this is optional).
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Any Additional Information

You may include any additional information to help support your nomination. This could include program marketing (such as flyers or social media posts), PointPoint slides, an overview of the chapter’s program schedule, program photos, etc. This is a great place to add information that couldn’t be summarized in words under the Narrative Section.
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DAN MILLS CHAPTER PROGRAMS AWARD POINT CALCULATION FORM

Society Year:
Candidate: Chapter: Region:
‘Figures should reflect activity for the period ending June 3

SIXTY (60) POINTS MINIMUM ARE REQUIRED FOR CONSIDERATION

[ Fome |

Score

A PLANNING FOR SUCCESSFUL CHAPTER PROGRANS

T aiatin speaerTog and ubmt to RVC by Joge 30 0
2. Publish meeting schedule for all programs by October 1 5
3. Publish program subject and speaker for all programs by October 1 5
4. CRC workshop attendance by CTTC Chair or Co-Chair 5
3" Goul stting sesion with RVC 5
Toul= o
B INCREASING ATTENDANCE AT CHAPTERMEETINGS
1. One (1) point per percent increase from previous vear Max20 |
Toul=__©
CPROMOTING SPECIAL CHAPTER PROGRANS
1 Techical tou (any vasber) 5
2. Student competition (any mumber) 5
3. Joint meeting with allied organization (any mumber) 10
4. DL presentation — (5) pts per DL Max 10
5 Decasbonzation program 10
6. Other special chapter program: e.g. trade show. social event (any number or type) 5
Toul=_©
. PROMOTING TECHNICAL AND ENERGY ACTIVITIES OF CTIC
1. Technical Award application at chapter level (5) pts each Max 10
2. Technical Award winner at Regional level (5) pts each Max 10
3. Technical Award winner at Society level (any mumber) 10
"+ Anmal Winter Conderence semunar smposiom presented by capier member (| 5
anumber)
5. Chapter maeber ecves s Sociey evel Techudeal Commites Comi (s momben) |3
Toul= ©
EPA0E
T Flighest ia Region S
7 Second highest m Region 10
3 Third highest n Region 5
Toul=©
TOTAL POINTS EARSED
X PLANNING FOR SCCCESSFUL CHAPTER PROGRAMS T
. INCREASING ATTENDANCE AT CHAPTER MEETINGS 5
C. PROMOTING SPECIAL CHAPTER PROGRAMS T
. PROMOTING TECENICAL AND ENERGY ACTIVITIES OF CTTC. 5
EPAOE T
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SUBMIT TO CTTC CHAIR AND STAFF LIAISON BY SEPTEMBER 30
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