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Welcome to the FY 2010 Honors & Awards Guide! 
 
Being part of CSI’s Awards Program is exciting and fulfilling. Take some time this year to assess your chapter, 
individuals, schools, firms and businesses for accomplishments made in support of the built environment and 
the mission of CSI. Say “Thank You” by preparing a submittal for an Institute Award.  
 

Please take note of the following deadlines. Remember that your submittal must arrive at CSI’s office by close 
of business (5pm Eastern) on the deadline date, not be postmarked by it. It is highly recommended that 
submittals be shipped several days in advance using a traceable method of shipment. No exceptions will be 
made for late submittals. 
 

JANUARY  2: Distinguished & Honorary Membership   
 

JANUARY 15: Fellowship & Institute Awards  
 

The most exciting change to the 2010 Honors & Awards Guide is the addition of the Excellence in Construction 
Information Award. This new award, which is presented jointly by CSI and Specifications Consultants in 
Independent Practice (SCIP), highlights excellence in Project Documentation , Product  Documentation,  and 
Innovation  in the construction industry. Check out the program description starting on page 37.  
 

Also, please note that there is a new mailing address for all submissions is:  
CSI 
110 South Union Street, Suite 100 
Alexandria, VA 22314 

 

Each year a handful of successful submissions are selected for display at The CSI Annual Convention. Should 
your submission be selected, it will be displayed without the nomination form(s) containing your personal 
information or endorsement letters. 
 

Should you have any questions, please email awards@csinet.org and your inquiry will be directed to the 
appropriate committee or task team member. While we cannot assist you in the actual preparation of a 
submission, we will gladly provide guidance on general information such as the appropriate forms to use or 
what to include in your submission package. For those of you preparing a Fellowship nomination, it is 
recommended that you contact a Fellowship Mentor. 
 

We wish you the best in preparing and submitting your nomination package. 
 

Sincerely, 
CSI Awards Committee, Jury of Fellows, and Excellence in Construction Information Task Team 
 

 
Awards Committee  

�  Jonnie Cox, RA, CSI (Chair)  
�  Marvin Kemp, CSI, CDT, AIA 
�  Arlen J. Packard, CSI, CCCA 
�  Jerry A. Putnam, RA, FCSI, CCS 
�  Anne Marie Roeper, CSI, CCPR 
�  Robert E. Olson, CSI (Board 

Liaison) 

Jury of Fellows  
�  Richard C. Robinson FCSI, CCS, 

CCCA, AIA (Chair)  
�  Gary L. Beimers, FCSI, CDT 
�  Catherine D. Guglielmoni, CSI, CCCA 
�  Nancy M. Kabza, CSI, AIA, USGBC, 

SCIP 
�  Bob Kenworthy, FCSI, CCS, CCCA  
�  John M. Tomaszewski, CSI, AIA 
�  Sheryl L. Dodd-Hansen, FCSI, CCS, 

CCCA (Board Liaison) 

Excellence in Construction 
Information Task Team  

�  Jerry A. Putnam, RA, FCSI, 
CCS (Chair) 

�  Loren R. Berry, CSI, CDT, AIA 
�  John Carter, RA, CSI, CDT, 

NCARB 
�  Cheryl Crosby, CSI, CCCA 
�  Lynn A. Javoroski, CSI, CCS, 

LEED AP, SCIP 
�  David A. Stutzman, CSI, CCS, 

AIA, SCIP 
�  John M. Tomaszewski, CSI, AIA 
�  David G. Dixon, CSI, CCPR, 

CCCA, RRC, RRO (Board 
Liaison)
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Form 102  Nomination for Distinguished/Honorary Membership by Individual Members 
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Part 1: To the Advancement of Construction Technology 
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Appendix N Newsletter & Website Suggested Criteria
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I. INSTITUTE AWARDS PROGRAM - OVERVIEW  
Part 1 - General 
1.01 Overview 

A. Purpose 
1. The Institute Awards Program shall recognize the talent, achievements, and 

notable contributions to the construction industry that support the mission of CSI. 
2. The Institute Awards Program shall be the principle method for saying “thank 

you” to those members and others who contribute time and effort generously. 
Awards that convey gracious and grateful recognition of extraordinary effort 
encourage continuing contributions. 

3. The Institute Awards Program shall promote the goals of intensifying members’ 
interest, gaining new members, developing new talent, and stimulating interest in 
CSI’s growth. 

4. The Institute Awards Program shall recognize outstanding accomplishments by 
professionals whose work has made a significant impact on the built environment 
at large. 

B. Scope 
The Institute Awards Program recognizes notable contributions and outstanding 
achievements.  

1.02 Categories 
A. Institute Honors: An Honor is a membership status bestowed not for specific 

accomplishments, but as a result of extensive contributions which support the 
mission of the Institute or its administration. 

B. Institute Recognition: Recognition is acknowledgement of a particular nature, as 
described in the Recognition categories. 

C. Institute Awards: An Award is recognition of talent, achievements and contributions 
in one of the Awards categories. 

D. National Awards: A National Award is recognition of talent, achievements and 
contributions in one of the National Awards categories. 

E. International Awards: [reserved] 
F.  Joint Awards: A Joint Award is recognition by CSI and another organization with 

which the Institute has a strategic partnership of talent, achievements, and 
contributions in one of the Joint Awards categories, for any individual (CSI member 
or non-member) responsible for the preparation of construction documentation or 
company manufacturing construction products and publishing product information 
for those products. 

G.  Region Awards: The CSI region awards program shall recognize the extraordinary 
efforts, talent, achievements, and notable contributions to the construction industry 
that support the purpose of CSI and the region. 

H.  Chapter Awards: The CSI chapter awards program shall recognize the extraordinary 
efforts, talent, achievements and notable contributions to the construction industry 
that support purpose of CSI and the chapter. 

1.03 Institute Awards Committee 
A. Responsibilities 

1. Develop and recommend the basic goals of the Awards program, at Institute, 
region and chapter levels. 



FY 2010 HONORS &  AWARDS GUIDE    PAGE 8 

 

2. Develop, implement, and administer the Institute Awards Program. 
3. Develop and maintain this Honors & Awards Guide. 

a. Develop detailed criteria plus nomination and judging procedures for each 
Institute award. 

b. Review and update this Honors & Awards Guide annually. 
4. Review nominations submitted to the Institute Awards Committee: 

a. Review nominations and select panels of judges, as appropriate to a specific 
award. 

b. Review nominations and select award recipients, as appropriate to a specific 
award. 

5. Assist the Institute officers with presenting awards at The CSI Annual 
Convention. 

6. Develop suggested region and chapter awards programs for implementation by 
regions and chapters. 

7. Publicize the Institute’s awards program to create better understanding and 
promote participation. 

8. Coordinate with other growth committees and task teams, as appropriate for the 
overall goals of CSI. 

9. Liaise to assigned regions: 
a. Keep such regions advised of awards program changes and developments. 
b. Assist such regions with development of their awards programs. 
c. Address procedural questions and concerns of such regions as they prepare 

nomination packages. 
10. Attend all committee meetings. 

B. Structure 
1. Appointment: Selected by the Board/Board-elect. 
2. Member Qualifications: Committee members should have broad experience with 

the Institute’s programs and affairs.  
3. The chairman must be able to attend and to volunteer in awards activities at The 

CSI Annual Convention. Members must also be able to attend committee 
meetings, and able to fulfill responsibilities listed in I/1.03/A above. 

4. Awards Committee consists of a chairman and four members. 
C. Chairman 

1. Appointment: Selected by the Board/Board-elect. 
2. Qualifications: The chairman should be familiar with the aims and purposes of 

the Institute on all levels. He or she must be a good administrator and be able to 
favorably present the proposals developed by the committee. 

3. Duties and Responsibilities: 
a. Chair the Institute Awards Committee. 
b. Liaise with the Institute Board, providing and disseminating information 

when requested. 
c. Develop a plan for accomplishing the goals and objectives established by the 

Board and submit it to that body. 
d. Submit reports on the status of the Institute Awards Program to the Board. 

1) Content:  The reports should generally describe the status of the Institute 
Awards Program and should list the activities that occurred during the 
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period. The reports may also make recommendations for changes in the 
Awards Program. 

2) Deadlines:  As established by the Board. 
e. Attend and participate in awards activities at The CSI Annual Convention 

and, committee meetings, and special functions as requested by the Board. 
f. Fulfill responsibilities as listed in I/1.03/A above. 

 
II. INSTITUTE HONORS 

Part 1 - General 
1.01 Definitions 

An Honor is a membership status bestowed not for specific accomplishments, but as a 
result of extensive contributions that support the mission of the Institute or its 
Administration. Honors are as described in this Section II. 

 
Part 2 – Judges 
2.01 Distinguished & Honorary Membership Judges: 
 A. Distinguished and Honorary Members are elected by the Board. 
2.02 Fellowship Judges: 

A. Fellowship nominations shall be judged by the Institute’s Jury of Fellows. 
 

Part 3 - Institute Honors - Standards 
3.01 Nomination 

A. Forms: Nominations must be made as described in the specific Honors Category and 
submitted in the manner specified. 
1. See Part 4 of this Section II for specific requirements. 
2. See Appendix M for CSI Honors & Awards Forms. 

B. Compliance: Nominations shall be complete and establish compliance with the 
criteria for each Honor. 

C. Qualified nominators are described in the specific Honors Category. 
D. Facsimile submissions are not acceptable. 

3.02 Procedures for Nominations for Honors 
A. Procedures are described in the specific Honors Category. 

3.03 Endorsements 
A. Requirements for endorsements are described in the specific Honors Category. 

3.04 Exhibits 
A. Each Honors Category requires specific exhibits. Such required items shall be 

included in the nomination package. 
B. Graphic and photographic exhibits shall be professional quality and may be published 

at the discretion of the Institute. Creator credits and authorization for publication 
shall be included with all exhibits. 
1. Nominee photographs shall be recent; full color; 4”x6”; vertical format; head and 

shoulders view. 
2. Original photographs shall be submitted with original of the nomination package. 

Copies of photographs are acceptable for the copies of the nomination package. 
3.05 Resubmission 
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A. Nominees who are not selected to receive an honor in any given year may be re-
nominated in subsequent years, except as follows: 
1. If any nominee fails to be advanced to Fellowship after the nomination has been 

under consideration for three consecutive years, at least two years must elapse 
before the nomination may again be presented for consideration. 

B. Resubmitted nominations must be complete and must contain the required 
nomination forms, documentation, and letters of endorsement each time they are 
resubmitted. At the nominator’s discretion, nomination package may include 
previously submitted information or may be partly or entirely new information. 

3.06 Premature Publicity 
A. Nominators are cautioned not to publicize the names of nominees, except as 

necessary to secure letters of endorsement and documentation supporting the 
nomination, until such time as the nomination has been favorably acted upon and 
results have been announced by the Institute. Such premature publicity may 
embarrass both the nominee and the nominator. 

B. Names of nominees not selected to receive an award will not be publicized. 
 

Part 4 - Institute Honors Categories 
4.01 Distinguished & Honorary Membership 

A. Criteria: 
1. Distinguished and Honorary Membership are considered to be the most 

prestigious honors of the Institute. They are conferred on individuals who have 
performed distinguished services to the construction industry in fields of activity 
related to the purposes of the Institute. Membership in the Institute is a 
requirement for Distinguished Membership.  Membership in the Institute is not a 
requirement for Honorary Membership. 

2. Bylaws:  Article XI, Section 3 and Article XIV, Section 2 of the Institute Bylaws 
state the qualifications, requirements for nomination and election, and the rights 
and privileges of Distinguished and Honorary Membership. 

B. Nomination (see also II/Part 3): 
1. Nominations shall be made in the style of CSI Honors & Awards Forms 101 or 

102. 
2. Nominations shall include biographical statistics listed on CSI Honors & Awards 

Form 103. 
3. Qualified Nominators: Nominations shall be submitted by any chapter or not 

fewer than five members in good standing. 
4. Additional supporting data describing the nominee’s specific areas of service 

shall be attached to the nomination forms. 
5. Special care and effort should be given to preparing nomination forms and 

attachments. 
6. The Board’s evaluation of the nominee will be enhanced by documentation that 

is concise, factual, and complete.  
7. Titles of books, magazine articles, and special publications should be listed. 

Submission of the actual publication is not necessary. 
8. Letters of endorsement may also be submitted as supporting documentation. 

They may be included with the nomination or sent directly to the Institute 
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Secretary. Letters sent directly to the Institute will be considered privileged 
communication. 

9. Each nomination shall include a photograph of the nominee. 
10. One original of the complete nomination package shall be submitted. 
11. Nominations shall be addressed and sent to: Institute Secretary c/o The 

Construction Specifications Institute; 110 South Union Street, Suite 100; 
Alexandria, VA 22314. 

12. Deadline: The Institute office must receive nomination packages and letters of 
endorsement no later than January 2 (5pm Eastern). 

C. Method of Recognition and Presentation: 
1. Method of Recognition: Distinguished and Honorary Members are recognized 

with a gold medal with a white and green striped ribbon, etched crystal, a matted 
citation, and a silver lapel pin. 

2. Venue of Presentation: The CSI Annual Convention. 
3. Notification: The Institute Secretary will notify those elected and request their 

presence at the venue of presentation. Under unusual circumstances, the Honor 
may be presented in absentia or posthumously. 

 
4.02 Fellowship 

A. Criteria: 
1. Distinction: Fellowship is one of the top two honors given by the Institute. 

Fellows of the Institute are chosen by their peers. Nominees must have been 
members in good standing for not less than five years and have notably 
contributed to the advancement of construction technology, the improvement of 
construction specifications or of education, or by service to the Institute. 

2. Bylaws:  Article XII, Sections 2, 3 and 4 of the Institute Bylaws state the 
qualifications, requirements for nomination and the rights and privileges of 
Fellowship. 

B. Nomination, General (see also II/Part 3): 
1. Forms: Nominations shall be made in the style of CSI Honors & Awards Form 

201, 202 and 203. 
2. Personal Data: Nominations shall include biographical statistics listed on CSI 

Honors & Awards Form 202. 
3. Documentation Format: Nominations shall include Nominee’s Notable 

Contributions described on CSI Honors & Awards Form 203, Parts 1, 2, 3 and 4. 
All four parts of Form 203 must be completed, in order for the nomination to be 
acceptable for consideration by the Jury. 

4. Included exceptions: If an item on any form or any part of CSI Honors & Awards 
Form 203 does not apply to a particular nominee, it shall be noted “Not 
Applicable” or “None.” 

5. Qualified Nominators: Nominations shall be submitted by any chapter or not 
fewer than five members in good standing. It is unnecessary and unacceptable 
that a nomination be made by both a chapter and voting members or by multiple 
chapters. 

6. Nomination shall include a photograph of the nominee. Provide photographs of 
the nominee in the original and each copy as specified in II/Part 3 above. 
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7. Submittal Documents: One original plus six copies of the complete nomination 
package shall be submitted. 

8. Nominations shall be addressed and sent to: Chairman, Jury of Fellows, c/o The 
Construction Specifications Institute; 110 South Union Street, Suite 100; 
Alexandria, VA 22314. 

9. Deadline: The Institute office must receive nomination packages and letters of 
endorsement under separate cover not later than January 15 (5pm Eastern). 

C. Nomination, Letters of Endorsement: 
1. Basic Requirements: Signed original letters of endorsement shall be sent to the 

Chairman, Jury of Fellows. Unsigned letters will not be considered by the Jury. 
Letters should not be collected by the nominator for submittal with the 
nomination, but should be sent directly to the Institute by the writer of the letter 
of endorsement. 

2. Required Endorsers: Where nomination is made by individual members, a letter 
of endorsement must be submitted from each nominator. 

3. Ineligible Endorsers: Members of the Jury are not permitted to submit a letter of 
endorsement.  

4. Desired Confirmation: Letters of endorsement should corroborate specifics of the 
nomination with which the endorser is familiar. Quantity of letters submitted is 
not a qualification for judging the nomination, but rather the quality of the 
endorsements as they relate to details raised by the nomination. 

5. Quality and Substance: It is highly desirable that letters of endorsement be 
submitted by CSI members and non-members familiar with the nominee. These 
letters of endorsement are beneficial because personal testimony of the 
nominee’s outstanding contributions adds to the nomination information 
available to the Jury. Such letters should be factual, concise, and complete, and 
should elaborate on the achievements of the nominee to bring out not only the 
offices held or items of work done, but to indicate how well these functions were 
performed. These letters should corroborate the facts contained in the 
nomination. If an endorser’s personal knowledge of a nominee’s performance 
indicates other than excellent qualifications for advancement to Fellowship, the 
endorser should provide a frank evaluation in a letter of endorsement. 

6. Confidentiality: Since the Jury of Fellows relies on unbiased and candid opinions 
by endorsers, these letters of endorsement are considered privileged 
communications and need not be sent to anyone else, including the nominator or 
nominee. 

7. Applicability: Letters of endorsement shall apply to one nominee only. 
8. Quantity: A limit of ten letters is strongly encouraged. By recommending a limit 

on the number of letters of endorsement, the Jury places responsibility upon the 
nominator to ensure that endorsers selected can attest to the activities for which 
the nomination is made. Further, the nominator should ensure that endorsers are 
selected carefully and encouraged to send a letter of endorsement. 

D. Judging: 
1. Election Criteria: Nominations for Fellowship will be judged on the basis of the 

submitted nomination package and letters of endorsement. The information 
required by this Section II of the Honors & Awards Guide constitutes the only 



FY 2010 HONORS &  AWARDS GUIDE    PAGE 13 

 

basis for judging the qualifications of the nominee, notwithstanding applicable 
references within Institute Policy and Institute Bylaws. The nomination must be 
complete and comply with the required format to be acceptable for consideration 
by the Jury. Knowledge of a nominee by a member of the Jury will not be 
considered unless such information is included in the submitted written data of 
the nomination or in letters of endorsement. 

2. Notable Service: The nomination, together with the letters of endorsement, must 
carefully and specifically correlate the nominee’s performance, contributions, 
and accomplishments to any one or more of the four categories set out in Section 
4.02 A.1. In Section 11 of Form 202 of the nomination, summarize in a few 
sentences why the nominee should be advanced in any one or more of the four 
categories.  Information which is fully delineated in one category and which may 
apply in another category may be cross-referenced in the other category or 
categories in Section 11 of Form 202 and in Form 203. The nominee’s activities 
should be presented chronologically. Focus and emphasis should be placed on 
how the nominee’s contributions notably distinguished the performance beyond 
normal achievements and expectations.  Service to the Institute, as a basis for 
advancement, may include exemplary and distinguished service to the Institute or 
to one or more CSI chapters or regions.   

3. Consultation and Assistance: No member of the Jury, except the chairman, prior 
to submittal of the nomination, may advise a nominator of additional information 
that could be submitted. However, Jury members are encouraged to promote 
Fellowship nominations and generically educate potential nominators and 
nominees concerning proper and effective Fellowship submittals. 

4 Technical Documents: Specifications should not be submitted, as the Jury is not 
organized to judge the quality of such technical work. However, contractors, 
owners and others who have utilized the nominee’s specifications may comment 
on such in letters of endorsement. Similarly, writers and users of specifications 
who have benefited from the nominee’s contribution to their specifications may 
also comment appropriately in letters of endorsement. 

5. Itemization of Work: The nominee’s published works in books, letters, 
newspaper and magazine articles, and other places should be listed if they apply, 
but actual materials or reprints should not be included. 

6. Disposition of Submittals: Successful nomination packages will be retained by 
the Institute as part of the Fellow’s permanent membership file. All letters of 
endorsement and unsuccessful nomination packages will be destroyed. 

E. Method of Recognition and Presentation: 
1. Method of Recognition: Fellows are recognized with a silver medal with a green 

and white striped ribbon, a framed citation, and a gold lapel pin. The Fellow’s 
medal shall be worn with no other honor badge except those of Honorary 
Member, Former President, and President’s medals or medals of similar prestige 
bestowed by chapters or regions or by other national organizations. 

2. Venue of Presentation: The CSI Annual Convention during the Investiture of 
Fellows. 

3. Notification: The Institute Secretary will inform nominees of the disposition of 
their nominations and will notify those elected and request their presence at the 
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venue of presentation. This Honor may be presented in absentia under unusual 
circumstances, or posthumously. 

 
III. INSTITUTE RECOGNITION 

Part 1 - General 
1.01 Definition 

Recognition is acknowledgement of a particular nature, as described in this Section III. 
 
Part 2 - Judges 
2.01 Judging and Evaluation 

A. Each recognition award is judged or evaluated as indicated in the specific award 
description. 

 
Part 3 - Institute Recognition - Standards 
3.01 Nomination 

A. Nomination requirements and evaluation procedures vary for each recognition 
category. 
1. See Part 4 of this Section III for specific requirements. 
2. See Appendix M for CSI Honors & Awards Forms. 
 

Part 4 - Recognition Categories 
4.01 Service Recognition 

A. PRESIDENT’S PLAQUE  
1. Award Criteria: 

a. These awards are presented to an individual, team, firm or organization for 
exceptional work performed on behalf of the Institute. 

b. No more than five such awards shall be made in any year, unless additional 
awards are authorized by the Board. 

2. Nomination: 
a. There is no nomination process and there are no nomination requirements. 
b. These awards are presented at the President’s sole discretion. 
c. The President may be granted authority to present more than five awards in 

one year by a three-fourths affirmative vote of the directors present at any 
meeting of the Board. 

3. Award: 
a. Method of Recognition: Engraved Plaque. 
b. Venue of Presentation: At the discretion of the President. 
c. Identities of the recipients will not be disclosed until presentation of the 

awards. 
B. CERTIFICATE OF MERIT AND APPRECIATION 

1. Award Criteria: 
a. These awards are presented to retiring Institute Board members in 

recognition of their service to the Institute as members of the Board. 
b. One award is presented to each retiring member of the Board. 

2. Nomination: There is no nomination process and there are no nomination 
requirements. 
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3. Award: 
a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: Annual Meeting. 

C. PRESIDENT’S MEDAL  
1. Award Criteria: This award is given to the President-elect to be worn during the 

term of office. 
2. Nomination: There is no nomination process and there are no nomination 

requirements. 
3. Award: 

a. Method of Recognition: Copper Medal with Green Ribbon. 
b. Venue of Presentation: Honors & Awards Gala. 

D. FORMER PRESIDENT’S MEDAL 
1. Award Criteria: This award is given to the outgoing President in recognition of 

service to the Institute. 
2. Nomination: There is no nomination process and there are no nomination 

requirements. 
3. Award: 

a. Method of Recognition: Natural Bronze Medal with White Ribbon. 
b. Venue of Presentation: Honors & Awards Gala. 

E. LIFETIME MEMBER PLAQUE  
1. Award Criteria: This award is given to the outgoing Past President in recognition 

of service as President. 
2. Nomination: There is no nomination process and there are no nomination 

requirements. 
3. Award: 

a.  Method of Recognition: Engraved Plaque. 
b. Venue of Presentation: Honors & Awards Gala. 

F. SPECIAL AWARD 
1. Award Criteria: 

a. These awards are presented to an individual, team, firm or organization, to 
promote the purposes of the Institute. 

b. Any special award, except standing awards, may be presented. 
c. There is no limit on the number of awards that may be presented. 

2. Nomination: 
a. There is no nomination process and there are no nomination requirements. 
b. These awards are presented at the discretion of the President or the Board. 

3. Award: 
a. Method of Recognition: Certificate, plaque or other suitable form of 

recognition, except a medal. 
b. Venue of Presentation: At the discretion of the President or Board. 

G. CERTIFICATE OF MERIT AND APPRECIATION - CHAPTER PRESIDENT 
1. Award Criteria: 

a. This award is given to the retiring Chapter Presidents in recognition of 
chapter leadership and service. 

b. One award is presented to each retiring Chapter President. 
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2. Nomination: There is no nomination process and there are no nomination 
requirements. 

3. Award: 
a. Method of Recognition: Certificate. 
b. Transmission: Mailed by the Institute Secretary to the Chapter Secretaries. 
c. Presentation: Chapters are encouraged to frame and present certificate at 

their Chapter Awards program or other appropriate event. 
H. CERTIFICATE OF APPRECIATION - JUDGE 

1. Award Criteria: 
a. These awards are presented as recognition for service on a Panel of Judges 

for a National or International Award category. 
b. One award is presented to each Judge. 

2. Nomination: There is no nomination process and there are no nomination 
requirements. 

3. Award: 
a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: The CSI Annual Convention. 
c. Presentation: Certificates shall be presented following presentations of the 

National and International Awards. 
4.02 Chapter Recognition 

A. CHAPTER CUP 
1. Award Criteria: 

a. Chapter Cups are awarded to the chapters with the greatest increase in 
membership within the one-year period ending December 31 preceding The 
CSI Annual Convention. 

b. One Chapter Cup is awarded to the chapter with the largest percentage 
increase in membership. 

c. One Chapter Cup is awarded to the chapter with the largest net increase in 
membership. 

2. Nomination: 
a. There is no nomination process and there are no nomination requirements. 
b. In order to assure accurate count, membership applications must be received 

at the Institute Offices not later than December 20. 
c. The Institute Secretary will determine the membership increases, based upon 

the Institute’s membership records as of December 31. 
3.  Award: 

a. Method of Recognition: Engraved Cup. 
b. Venue of Presentation: The CSI Annual Convention. 
c.  Notification: Institute Secretary will notify the chapters selected and request 

the presence of those chapters’ presidents or representatives at the venue of 
presentation. 

B. CHAPTER 50th ANNIVERSARY PLAQUE 
1. Award Criteria: 

a. These awards are presented to recognize a Chapter’s 50th Anniversary. 
b. The award is presented to the current Chapter President. 
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c. One award is presented to each Chapter that celebrates its 50th Anniversary 
during the current fiscal year. 

2. Nomination: There is no nomination process and there are no nomination 
requirements. 

3. Award: 
a. Method of Recognition: Engraved Plaque. 
b. Venue of Presentation: The CSI Annual Convention. 
c.   Notification: Institute Secretary will notify the chapters selected and request 

the presence of those chapters’ presidents or representatives at the venue of 
presentation. 

 
4.03 Funds, Scholarships, and Endowments 

A.  DALE C. MOLL STUDENT ACTIVITY FUND 
The Dale C. Moll Student Activity Fund was established to promote the greater 
awareness of CSI to students completing studies in a construction related educational 
program. Monies from the Fund are intended to enable a student and faculty member 
from the student’s institution of higher learning to attend The CSI Annual 
Convention. 
1. Award Criteria: 

a. Nominee must be enrolled in one of the following types of bona fide 
institutions of higher education: Colleges or Universities; Junior Colleges; 
Community Colleges; Vocational/Technical Schools. 

b. Nominee must be attending an accredited institution pursuing a course of 
study pertaining to the construction industry in one of the following: 
Architecture; Landscape Architecture; Interior Design; Construction 
Engineering; Construction Management; Construction Technology; 
Engineering, or other design or construction related field. 

c. Nominee must have at least one year of school and course work remaining 
before graduation or if in the last year of their current program, be continuing 
their education at an accredited institution in the immediate succeeding year.   

d. Have a grade point average of not less than 2.5 on a point scale of 4.0. 
2. Funding: 

a. The Dale C. Moll Student Activity Fund will finance attendance at The CSI 
Annual Convention for student and a faculty member from the college or 
department in which the student is majoring. Funding will cover the 
following for both the student and the faculty member: 
1) Registration - Exhibit Hall and Education Programs; 
2) Hotel Reservation (base on single occupancy, three nights maximum); 

and, 
3) Lowest available airfare. 

b. Should funding not be available, the award will not be offered. This 
determination will be made prior to the opening of each awards season. 

c. All reservations are to be coordinated through the Institute’s Education 
Manager. 

3. Nomination: 



FY 2010 HONORS &  AWARDS GUIDE    PAGE 18 

 

a. Nominations shall include information listed on CSI Honors & Awards Form 
303 (See Appendix M for CSI Honors & Awards Forms). 

b. Nomination shall be complete and establish compliance with the Award 
Criteria. 

c. Qualified Nominators: Any person may nominate the student or the student 
may self-nominate. 

d. Faculty Member: Student will identify faculty member. 
e. One original and six copies of the completed nomination are required. 
f. Submittal Address: Nominations shall be addressed and sent to: Chairman, 

Academic Programs Committee, c/o The Construction Specifications 
Institute; 110 South Union Street, Suite 100, Alexandria, VA 22314. 

g. Deadline: The Institute office must receive nomination package not later than 
January 15 (5pm Eastern). 

h. Neither facsimile transmissions nor electronic submissions are acceptable. 
i. No part of the nomination shall be handwritten. 

4. Judging: 
a. Subject to availability of funds by Finance Committee.  
b.  Recommendation: The Academic Programs Committee will review 

nominations and recommend awardees to the Board. 
c. Approval: The Board will review the Academic Programs Committee’s 

recommendations and approve the Awardees. 
5. Award: 

a. Method of Recognition: Framed certificate to both the student and the faculty 
member. 

b. Venue of Presentation: The CSI Annual Convention. 
 

Note: For FY 2010 the Dale C. Moll Student Activity Fund Award will  be 
fully funded. 
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IV. INSTITUTE AWARDS 
Part 1 - General 
1.01. Definition 

An Award is recognition of talent, achievements, and contributions in one of the awards 
categories established in this Section IV. 
 

Part 2 - Judges 
2.01 Awards Committee 

A. Awards Committee judges all Institute Awards and selects winners, based on criteria 
stated in the specific award description. 

B. Awards Committee consists of a chairman plus four members. 
 

2.02 Guest Judges 
A. Specific awards have designated “Guest Judges.” In such cases, award winners will 

be selected by the Awards Committee in conjunction with the guest judge. 
B. In case of a tie, the Awards Committee Chairman will withdraw vote and remaining 

majority will determine winner. 
 

Part 3 - Institute Awards - Standards 
3.01 Nomination 

A. Forms: Nominations must be made in the style of CSI Honors & Awards Forms 
listed in the specific award criteria, and must be submitted in the manner specified 
(See Appendix M for CSI Honors & Awards Forms; the correct and current forms 
noted in specific Award sections must be used in the submittal or your nomination 
will not be accepted). 

B. Compliance: Nominations shall be complete, organized and establish compliance 
with the criteria for each award, and should present reasons why the nomination 
deserves consideration for the award. 

C.  Qualified Nominators: Nominations shall be made by: 
1. An Institute Officer or Director; or 
2. A Chapter; or 
3. A Region; or 
4. An Institute Standing Committee; or 
5. Five Voting CSI Members, none of which is a nominee. 

D. Facsimile and email transmissions are not acceptable. 
E. Submissions: Unless otherwise noted in the specific award criteria, the following is 

required for each submission. 
1. One original  

a. Original may be in electronic format consisting of a single PDF file on 
CD-ROM that represents the entire submission package, including completed 
nomination forms, exhibits and supporting documents, in the prescribed 
sequence. Or, 
b. Original may be in hard (non-electronic) format.  Submission package, 
including completed nomination forms, exhibits and supporting documents, 
in the prescribed sequence, must be bound in such a way as to preserve the 
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order of the package during shipping. Binding and tabbing are required for 
hard submissions (bound NOT clipped). 

2. Copies 
 a. If original is submitted in electronic format, no copies are required. 

b. If original is submitted in hard (non-electronic) format, one of the 
following types of copies must accompany the original: 
1.) One copy in electronic format consisting of a single PDF file on CD-

ROM that identically represents the entire original submission package, 
including nomination forms, exhibits and supporting documents, in the 
prescribed sequence. Or, 

2.) Six copies in hard (non-electronic) format that are identical to the 
original in sequence and presentation (a total of 7 submissions should be 
received). 

3.02 Procedures for Nominations for Institute Awards 
A. Requisite CSI Honors & Awards Forms are listed in the specific Award criteria (See 

Appendix M for CSI Honors & Awards Forms). 
B. Requisite number of copies of the complete nomination package is described in the 

specific Award criteria. 
C. Submittal Address: Nominations shall be addressed and sent to: Chairman, Awards 

Committee, c/o The Construction Specifications Institute; 110 South Union Street, 
Suite 100; Alexandria, VA 22314. 

D. Deadline: The Institute office must receive nomination packages and (if applicable) 
letters of endorsement not later than January 15 (5pm Eastern). 

E. Notification and Presentation: 
1. The Awards Chairman will notify the winning individuals and request his/her 

presence at the designated venue for presentation. Venue for presentation is listed 
in the specific award criteria. In unusual circumstances, the award may be 
presented in absentia or posthumously. 

2. For non-winners, the Awards Chairman will notify the nominator. 
3.  Incomplete or late submissions will be notified by the Institute.  These 

submissions will not be judged. 
3.03 Endorsements 

A. Certain awards require letters of endorsement. See the specific award criteria to 
determine whether or not letters of endorsement are required. 

B. Endorsement may be made by any party, except members of the Institute Awards 
Committee (for all awards) and the guest judge (for a specific award). Letters should 
include endorsement from clients, professional associates, and peers. Some awards 
require specific qualifications for endorsers; see the specific award criteria. 

C. Endorsers should make their endorsements pertinent to the specific areas of 
achievement or service on which the nomination is based, and should cite firsthand 
knowledge. 

D. Letters of endorsement may be sent directly to Institute office, or may be included in 
the nomination package. Letters of endorsement sent directly to the Institute office 
will be considered privileged communication. 

E. Letters of endorsements shall be signed by the author. 
F. Facsimile or email transmissions are not acceptable. 
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3.04 Exhibits 
A. Specific awards require exhibits, samples and/or photographs. Such required items 

shall be included in the nomination package and inserted where indicated on the 
appropriate nomination form.   

B. Additional exhibits may also be included as appropriate to support the nomination. 
Such additional exhibits may include but are not limited to: renderings, drawings, 
photographs, and publications. 

C. Graphic and photographic exhibits shall be professional quality and may be published 
at the discretion of the Institute. Creator credits and authorization for publication 
shall be included with all exhibits. 
1. Nominee photographs shall be recent; full color; 4”x6”; vertical format; head and 

shoulders view. 
2. Original photographs shall be submitted with original of the nomination package. 

Copies of photographs are acceptable for the copies of the nomination package. 
D. Graphic and photographic exhibits shall be arranged to fit neatly within the 

nomination package. 
3.05 Resubmission 

A. Nominees who are not selected to receive an award in any given year may be re-
nominated in subsequent years. 

B. Resubmitted nominations must be complete and must contain the required letters of 
endorsement and current nomination forms, documentation, each time they are 
resubmitted. At the nominator’s discretion, nomination package may include 
previously submitted information or may be partly or entirely new information. 

3.06 Premature Publicity 
A. Nominators are cautioned not to publicize the names of nominees, except as 

necessary to secure letters of endorsement and documentation supporting the 
nomination, until such time as the nomination has been favorably acted upon and 
results have been announced by the Institute. Such premature publicity may 
embarrass both the nominee and the nominator. 

B. Names of nominees not selected to receive an award will not be publicized. 
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Part 4 - Institute Award Categories 
4.01 Professional Accomplishment Awards 

 
A. BEN JOHN SMALL MEMORIAL AWARD 
 

Ben John Small, FCSI, was a founder and former president 
of the Metropolitan New York Chapter of CSI and served as 
chairman of the chapter’s Technical Committee. He was in 
charge of specifications for the hospital division of the New 
York City Department of Public Works. In 1945 he joined the 
firm of La Pierre, Litchfield and Partners, where he became 
a partner in 1954. He was advanced to fellowship 
posthumously in 1959. Mr. Small was a frequent lecturer at 
Columbia and Princeton Universities, Massachusetts 
Institute of Technology, and Virginia Polytechnic Institute; 
wrote a column for “Progressive Architecture;” and was the 

author of several volumes on specification writing, and use and adaptation of 
materials. 

 
Mr. Small was a member of the American Institute of Architects (AIA) and served as 
chairman of the AIA Education Committee. 

 
1. Award Criteria: 

a. This award is presented to a Professional Member who has attained special 
proficiency and outstanding stature as a specifications writer. 

b. Nominee shall be a Certified Construction Specifier (CCS). 
c. No more than one such award will be given in any year. 

2. Nomination (see also IV/Part 3): 
a. Nomination shall be submitted using CSI Honors & Awards Form 301 and 

302. 
b. Nomination shall include a photograph of the nominee. 
c. Nomination shall include minimum of five letters of endorsement. 
d. Nomination may include documented recognition of nominee’s work, such 

as specifications writing awards. 
e. Submission Format: Refer to IV., 3.01, E. 

3. Award: 
a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: The CSI Annual Convention. 
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B. DALE C. MOLL MEMORIAL QUALITY MANAGEMENT AWARD 
 

Dale C. Moll, FCSI, CDT, was a member of the 
Minneapolis-St. Paul Chapter where he served  in many 
capacities, including chairman of the Technical Committee, 
secretary/treasurer, vice-president, president, and chairman 
of the Long Range Planning Committee. He served on the 
Institute Finance Committee, becoming chairman in 1985 
and 1986. Following this, he served as Institute Treasurer in 
1989-1990 and Institute Vice President in 1991. As ex-
officio member of the Convention Planning Committee in 
1991, Mr. Moll’s commitment and knowledge of the quality 

management process led to the development of the Quality Management Education 
track at the 1991 Institute Convention. He contended that CSI should be the leader in 
Total Quality Management in the construction industry. An achiever at chapter, 
region, and Institute levels, Mr. Moll was advanced to fellowship in 1987. 

 
1. Award Criteria: 

a. This award is presented to an individual, team, firm, or organization whose 
continued commitment to implementation, promotion or enhancement of the 
quality management process has led to improvements in the construction 
industry. 

b. Quality Management is the process by which management continually 
identifies and meets customers’ requirements by inspiring and empowering 
its employees to make better decisions through continuous quality 
improvement. 

c. No more than one such award will be given in any year. 
2. Nomination (see also IV/Part 3): 

a. Nomination shall be submitted using CSI Honors & Awards Form 301 and 
302. 

b. Nomination shall include a photograph of the nominee, team, or 
firm/organization logo(s). 

c. Nomination shall include minimum of five letters of endorsement. Letters of 
endorsement shall include minimum of two from employees, team members 
or consultants, and two from clients. 

d. Nomination may include management’s plan describing the implementation 
and continuous commitment to the quality management process. 

e. Nomination shall include a brief summary describing the problems that 
needed to be improved, the process used, the parties involved in the 
implementation, and the desired and actual results. 

f. Submission Format: Refer to IV., 3.01, E. 
3. Award: 

a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: The CSI Annual Convention. 
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C. HANS WILLIAM MEIER AWARD 
 
 
 

Hans William Meier, FCSI, Distinguished Member 
advocated, nurtured and supported the Certified 
Construction Specifier (CCS) program for more than 30 
years. He has been acknowledged as the leading force in 
the establishment of CSI’s certification programs and 
considered an expert in specification and construction 
document development. 

 
Recognized as one of the nation’s best known 

specification writers and specification educators, Mr. Meier has authored 
“The Library of Specifications Sections” and “The Construction Specification 
Handbook”. 

 
1. Award Criteria: 

a. This award is presented to a CSI member in good standing, firm or association 
that demonstrate exceptional commitment to CSI’s certification programs 
through the recognition of their value by advocating, implementing, educating, 
developing, utilizing and otherwise supporting the programs. 

b. No more than two such awards will be given in any year. 
2. Nomination (see also IV/Part 3): 

a. Nomination shall be submitted using CSI Honors & Awards Form 301 and 302. 
b. Nomination shall include a photograph of the nominee or firm/organization logo. 
c. Nomination shall include minimum of five letters of endorsement. 
d. Nomination may include documented recognition of nominee’s work. 
e. Submission Format: Refer to IV., 3.01, E. 

3. Award: 
a. Method of Recognition: Framed Certificate. 
b.    Venue of Presentation: The CSI Annual Convention. 
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D. ENVIRONMENTAL STEWARDSHIP AWARD 
1. Award Criteria: 

a. This award is presented to an individual, team, chapter, region, firm, or 
organization for demonstrating environmental stewardship by: promoting 
environmental awareness in the construction industry; practicing sustainable 
design; or educating others in the advantages of designing for sustainability. 

b. No more than two such awards will be given in any year. 
2. Nomination (see also IV/Part 3): 

a. Nomination shall be submitted using CSI Honors & Awards Form 301 and 
302. 

b. Nomination shall include a photograph of the nominee, team, or 
firm/organization logo. 

c. Nomination shall include minimum of five letters of endorsement.  
d. Submission Format: Refer to IV., 3.01, E. 

3. Award: 
a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: The CSI Annual Convention. 

4. Guest Judge: Officer of an allied environmental organization. 
E. CONSTRUCTION TECHNOLOGY AWARD 

1. Award Criteria: 
a. This award is presented to an individual, team, firm, or organization, for: 

1)  Development or use of new materials, methods, technology or project 
delivery systems; or 

2) Development or use of existing materials, methods or technology in a 
new or innovative manner. 

b. No more than two such awards will be given in any year. 
2. Nomination (see also IV/Part 3): 

a. Nomination shall be submitted using CSI Honors & Awards Form 301 and 
302. 

b. Nomination shall include a photograph of the nominee(s), team, or 
firm/organization logo. 

c. Nomination shall include minimum of five letters of endorsement.  
d. Submission Format: Refer to IV., 3.01, E. 

3. Award: 
a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: The CSI Annual Convention. 
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4.02      Service Awards 
A. DISTINGUISHED SERVICE AWARD 

1. Award Criteria: 
a. The Distinguished Service Award is presented to an individual who has 

rendered distinguished service in the advancement of the Institute’s mission 
or in its administration. 

b. This award is one of the highest forms of recognition the Institute can bestow 
upon an individual. 

c. Nominee shall be an Honorary, Distinguished, Emeritus, Retired, 
Professional, Industry or Associate Member of CSI. 

d. No more than one such award will be given in any year. 
2. Nomination (see also IV/Part 3): 

a. Nomination shall be submitted using CSI Honors & Awards Form 301 and 
302. 

b. Nomination shall include a photograph of the nominee. 
c. Nomination shall include minimum of five letters of endorsement. 
d. Submission Format: Refer to IV., 3.01, E. 

3. Award:  
a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: The CSI Annual Convention. 

4. Guest Judge: Institute President-elect. 
B. ORGANIZATIONAL CERTIFICATE OF APPRECIATION 

1. Award Criteria: 
a. The Organizational Certificate of Appreciation is awarded to a firm, 

organization, or association for exceptional accomplishments that promote 
the mission of the Institute or for exceptional liaison work with the Institute. 

b. This award is the highest award the Institute can bestow on a firm, 
organization or association. 

c. No more than one such award will be given in any year. 
2. Nomination (see also IV/Part 3): 

a. Nomination shall be submitted using CSI Honors & Awards Form 301 and 
302. 

b. Nomination shall include a photograph of the nominee(s) or 
firm/organization logo. 

c. Nomination shall include minimum of five letters of endorsement. 
d. Submission Format: Refer to IV., 3.01, E. 

3. Award:  
a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: The CSI Annual Convention. 
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C. ROBERT P. BROSSEAU MEMORIAL AWARD 
 

Robert P. Brosseau, FCSI, was a member of the Baltimore 
Chapter, joining in 1967. He served on the chapter Board of 
Directors from 1968 through 1980. He also served as a region 
director from the Middle Atlantic Region. Mr. Brosseau was 
greatly interested in continuing education within the 
construction industry. He was instrumental in establishing such 
a program at Catonsville Community College (Maryland), to 
provide courses sponsored and staffed by the Baltimore 
Chapter. He contributed to seminars sponsored by the AIA and 
the Building Congress and Exchange of Baltimore. Mr. 

Brosseau was always concerned with enhancing the position of CSI in the 
construction industry. He was advanced to Fellowship posthumously in 1982. 

 
1. Award Criteria: 

a. This award is presented to an Industry or Associate member who has 
rendered outstanding service to further the mission and programs of the 
Institute. 

b. Nominee shall be an Industry or Associate Member. Retired, Honorary, 
Distinguished and Emeritus Members who formerly held Industry Member 
status are also eligible. 

c. No more than one such award will be given in any year. 
2. Nomination (see also IV/Part 3): 

a. Nomination shall be submitted using CSI Honors & Awards Form 301 and 
302. 

b. Nomination shall include a photograph of the nominee. 
c. Nomination shall include minimum of five letters of endorsement. 
d. Submission Format: Refer to IV., 3.01, E. 

3. Award: 
a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: The CSI Annual Convention. 

4. Guest Judge: Institute senior Vice-President, Industry. 
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D. J. NORMAN HUNTER MEMORIAL AWARD 
 

J. Norman Hunter, FCSI, was a founder of the Southern 
California Chapter and after serving two terms as chapter 
president became a member of the Institute Board. In 1959 
he was advanced to Fellowship posthumously. 
 
Born in New Zealand, he came to America in the early 
1930’s and practiced architecture in New York and New 
Jersey before his move to California. Mr. Hunter became 
one of the first specifications consultants in that region. In 
his address at the 1957 CSI Convention, then Institute 

President Hunter urged the closest cooperation with allied industries in fostering 
common aims and observed the need for professional leadership that would bring 
about industry-wide cooperation. 

 
1. Award Criteria: 

a. This award is presented to an individual, team or chapter for attaining special 
advancement in the field of education or the establishment of educational 
facilities in specifications writing.  

b. Nominee shall be a member of CSI. In the case of a team, a majority number 
of the members of the team shall be CSI members, or the team shall be a CSI 
Committee or CSI Task Team. 

c. No more than one such award will be given in any year. 
2. Nomination (see also IV/Part 3): 

a. Nomination shall be submitted using CSI Honors & Awards Form 301 and 
302. 

b. Nomination shall include a photograph of the nominee. 
c. Nomination shall include minimum of five letters of endorsement. 
d. Submission Format: Refer to IV., 3.01, E. 

3. Award: 
a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: The CSI Annual Convention. 

4. Guest Judge: Institute senior Vice-President, Professional. 
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E. ANDREW J. DROZDA MEMORIAL ACADEMIC AFFAIRS COMMENDATION 
 

Andrew J. Drozda, CSI, was a leader in increasing CSI’s 
visibility in the collegiate and construction arenas. A 
member of the Raleigh-Durham Chapter since 1986, 
Drozda served as Southeast Region Institute Director and 
member of the Institute Education Committee and 
Academic Affairs Task Team. Drozda encouraged 
education at the chapter, region, and Institute levels, 
increasing student participation in activities. In June 
2000, he received the Robert P. Brosseau Memorial 
Award for his “enthusiastic efforts and leadership 
promoting student activities, continuing education, and 
hands-on student involvement.” Drozda was an 

inspiration to many for his dedication to continuing education as well as his efforts in 
getting the CSI message on college campuses. 

 
1. Award Criteria: 

a. This award is presented to an individual or team that has made significant 
contributions to enhance the image and recognition of CSI, with one or more 
educational institutions offering construction-related curricula. 

b. No more than two such awards will be given in any year. 
2. Nomination (see also IV/Part 3): 

a. Nomination shall be submitted using CSI Honors & Awards Form 301 and 
302. 

b. Nomination shall include a photograph of the nominee(s) or team. 
c. Nomination shall include minimum of five letters of endorsement. 
d. Submission Format: Refer to IV., 3.01, E. 

3. Award: 
a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: The CSI Annual Convention. 

F. STUDENT LIAISON AWARD 
1. Award Criteria: 

a. This award is presented to an individual, team, chapter or region for 
preparing students of construction-related curricula to make a difference in 
the construction community. 

b. This award is focused on the grass-roots efforts, direct contact, and 
relationships with student members, rather than on relationships with 
academic institutions. 

c. Nominee shall be a member of CSI. In the case of a team, a majority number 
of members of the team shall be CSI members. 

d. No more than two such awards will be given in any year. 
2. Nomination (see also IV/Part 3): 

a. Nomination shall be submitted using CSI Honors & Awards Form 301 and 
302. 
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b. Nomination shall include a photograph of the nominee(s), team, or 
firm/organization logo. 

c. Nomination shall include minimum of five letters of endorsement. 
d. Submission Format: Refer to IV., 3.01, E. 

3. Award: 
a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: The CSI Annual Convention. 

G. SERVICE COMMENDATION 
1. Award Criteria: 

a. This award is presented to an individual, team, chapter or region that has 
made significant contributions to the technical or educational programs or 
goals of the Institute. 

b. This award recognizes contributions above and beyond those normally 
performed as part of a chapter’s, region’s, or Institute’s educational or 
technical programs. 

c. Nominee shall be a member of CSI. In the case of a team, a majority number 
of members of the team shall be CSI members. 

d. No more than two such awards will be given in any year. 
2. Nomination (see also IV/Part 3): 

a. Nomination shall be submitted using CSI Honors & Awards Form 301 and 
302. 

b. Nomination shall include a photograph of the nominee(s), team, or 
firm/organization logo. 

c. Nomination shall include minimum of five letters of endorsement. 
d. Submission Format: Refer to IV., 3.01, E. 

3. Award: 
a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: The CSI Annual Convention. 

4.03 Levels of Achievement Awards 
A. OUTSTANDING CHAPTER COMMENDATION 

1. Award Criteria: 
a. This award is presented to a chapter that meets designated core and elective 

criteria. Minimum score criteria is not published. 
b. There are three classifications, based on the number of chapter members at 

the end of the fiscal year: Level I, 151 and more members; Level II, 81-150 
members; and Level III, 80 and fewer members. Membership is based on 
Institute records as of June 30 of the fiscal year ended immediately prior to 
the nomination deadline. 

c. As chapters earn Commendations, they reach the following milestones. Note 
that the number of years do not need to be consecutive. 
1) Five years - Bronze Level; 
2) Ten years - Silver Level; 
3) Twenty years - Gold Level; 
4) Thirty years - Platinum Level. 

d. Nominee must be a chartered chapter of CSI. 
e. Maximum number of awards per year is one per chapter. 
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2. Nomination (see also IV/Part 3): 
a. Nomination shall be on CSI Honors & Awards Form 306.  

1.) Form 306 is available at www.csinet.org/honorsandawards in MS Word 
format. 
2.) It is recommended that Form 306 be completed using MS Word or other 
word processor software. Illegible handwritten submissions will not be 
considered. 
3.) Complete all blanks on each supporting criteria page. If criteria does not 
apply, insert "NA" in the blank. 

b. Nomination shall include supporting documentation, required examples and 
samples listed on CSI Honors & Awards Form 306. As appropriate to the 
category, such supporting items may include copy of published document, 
list of activities and description of how criteria are fulfilled. Examples should 
be labeled and provided directly behind the supporting criteria tally page.   

c. Submission Format: One original  
1.) Original may be in electronic format consisting of a single PDF file on 

CD-ROM that represents the entire submission package, including 
nomination forms, exhibits and supporting documents, in the prescribed 
sequence. Or, 

2.) Original may be in hard (non-electronic) format. Submission package, 
including nomination forms, exhibits and supporting documents, in the 
prescribed sequence, must be bound in such a way as to preserve the 
order of the package during shipping. Binding and tabbing are required 
for hard submissions. 

d. The submission must be assembled in the order of CSI Honors & Awards 
Form 306. 

3. Award: 
a. Method of Recognition: Certificate and Electronic Seal. 
b. Venue of Presentation: The CSI Annual Convention. 

4.04 Publications Awards 
A. TECHNICAL DOCUMENT CITATION 

1. Award Criteria: 
a. This award is presented to an individual, firm or organization for a single 

outstanding accomplishment in technical writing other than project 
specifications. 

b. Document shall have been published or revised within 24 months of the 
nomination deadline. 

c. No more than two such awards will be given in any year. 
2. Nomination (see also IV/Part 3): 

a. Nomination shall be submitted using CSI Honors & Awards Form 301 and 
302. 

b. Nomination shall include a photograph of the nominee(s) or 
firm/organization logo. 

c. Nomination shall include minimum of five letters of endorsement. Letters of 
endorsement shall include minimum of two from individuals who have 
directly benefited from use of the technical document. 
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d. Submission Format: Refer to IV., 3.01, E. 
3. Award: 

a. Method of Recognition: Framed Certificate. 
b. Venue of presentation: The CSI Annual Convention. 

B. CONTINUING PUBLICATION COMMENDATION 
1. Award Criteria: 

a. This award is presented to an individual, team, firm, organization, chapter, or 
region for a continuing publication of interest to or related to CSI. 

b. To be considered continuing, such publication must be issued not less than 
four times per calendar year. 

c. Continuing publications include, but are not limited to: paper copy 
newsletters, electronically transmitted newsletters, and syndicated columns. 

d. Newsletters shall be judged using the suggested criteria outlined in Appendix 
N. 

e. Documents submitted for consideration must have been published within the 
previous 12 months of the Institute’s nomination deadline. 

f. Nominee shall be a member of CSI. In the case of a team, firm or 
organization, a majority number of members of the group shall be CSI 
members. 

g. No more than six such awards will be given in any year. 
2. Nomination (see also IV/Part 3): 

a. Nomination shall be submitted using CSI Honors & Awards Form 301. CSI 
Honors & Awards Form 302 is not needed for this submission. 

b. Nomination shall include only four different issues of the nominated 
publication. 

c. Submission Format: Refer to IV., 3.01, E.  
3. Award: 

a. Method of Recognition: Framed Certificate. 
b. Venue of presentation: The CSI Annual Convention. 

4. Guest Judge: CSI Staff Editor. 
C. SPECIAL PUBLICATION COMMENDATION 

1. Award Criteria: 
a. This award is presented to an individual, team, firm, organization, chapter, or 

region for a non-continuing publication that is of interest to or related to CSI. 
b. Special publications are those that are published less often than four times 

per calendar year. 
c. Special publications include, but are not limited to: rosters, directories, 

posters, calendars, operating guides, videos, and non-CSI publications. 
Special publications do not include project specifications or technical 
documents. 

d. The publication submitted for consideration must have been published within 
24 months prior to the nomination deadline. If nomination is not awarded in 
year submitted, the special publication is eligible for resubmission in next 
consecutive year in accordance with the resubmission criteria outlined in 
IV.3.05. Resubmissions can not be published more than 24 months prior to 
nomination deadline. 
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e. Nominee shall be a member of CSI. In the case of a team, firm or 
organization, a majority number of members of the group shall be CSI 
members. 

f. No more than four such awards will be given in any year. 
2. Nomination (see also IV/Part 3): 

a. Nomination shall be submitted using CSI Honors & Awards Form 301. CSI 
Honors & Awards Form 302 is not needed for this submission. 

b. Nomination shall include the nominated publication, as it was issued for 
publication. Nomination must include the publication date. 

c. Submission Format: Refer to IV., 3.01, E. 
3. Award: 

a. Method of Recognition: Framed Certificate. 
b. Venue of presentation: The CSI Annual Convention. 

D. ELECTRONIC PUBLICATION COMMENDATION 
1. Award Criteria: 

a. This award is presented to an individual, team, firm, organization, chapter, or 
region for a continuing or single special electronic publication related to the 
design and construction industry or to the activities of CSI. 

b. An Electronic Publication is one that is created and distributed entirely in 
electronic format and takes advantage of electronic technology in its making. 
An electronically transmitted copy of a document is not considered an 
Electronic Publication. 

c. Electronic publications include, but are not limited to: websites and 
electronic project management publications. Electronic newsletters must be 
submitted under Continuing Publications. 

d. Websites shall be judged using suggested criteria outlined in Appendix N. 
e.    No more than four such awards will be given in any year. 

2. Nomination (see also IV/Part 3): 
a. Nomination shall be submitted using CSI Honors & Awards Form 301.  CSI 

Honors & Award Form 302 is not needed for this submission. 
b. Nomination shall include a narrative description of the Electronic 

Publication, a minimum of five printed full-color pages from the publication 
and electronic version of the complete publication (3.5” or CD; not required 
for websites). 

c. Submission Format: Refer to IV., 3.01, E. 
3. Award: 

a. Method of Recognition: Framed Certificate. 
b. Venue of presentation: The CSI Annual Convention. 
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V. NATIONAL AWARDS 
Part 1 – General 
1.01 Definition 

A National Award is recognition of talent, achievements, and contributions in one of the 
National Awards categories established herein, for any individual (CSI member or non-
member) involved in the design and construction industry. 
 

Part 2 – Panel of Judges 
2.01 Purpose of Panel of Judges 

A. Because of the stature of National Awards nominees, it is necessary that the Panel of 
Judges be of equivalent nationally recognized stature. Further, selection of judges 
from a cross section of the design and construction industry ensures that evaluation of 
nominations will be as objective as possible. 

2.02 Criteria for Judges 
A. A distinguished Panel of Judges, consisting of five individuals representing a cross 

section of the design and construction industry, will select the National Award 
winners. 

B. The Panel of Judges will be selected each year from the nominations received by the 
Institute Awards Committee.  

C. The Panel of Judges will be chaired by the Immediate Past President of CSI. For the 
purpose of this panel, the Immediate Past President is the person whose term ended 
immediately prior to each year’s Panel of Judges nomination deadline. Each judge 
must be a distinguished leader in his/her field and widely known for individual skill 
and level of competence. 

D. Maximum representation on the panel of judges from any one organization is one 
person. Term limit is one year and a panel member cannot be a judge more than 
twice. Consecutive terms are permissible. Complete nomination process is required 
for consideration for a second term. 

2.03 Nominations for Panel of Judges 
A. Nominations shall be made in writing in the style of CSI Honors & Awards Forms 

411 and 412 and submitted in the manner specified. 
B. Nominations shall be complete, establish compliance with the criteria for judges, and 

include reasons why the nominee deserves such an honorable position. 
C. Judges nominated in any given year will be judging award nominations received in 

the same year. 
2.04 Procedures for Nomination of a Judge 

A. The Institute Awards Committee and CSI Board will seek nominations. The Awards 
Committee will make the selections for the Panel of Judges. Nominations will be 
solicited from nationally recognized design and/or construction industry 
organizations, publications, or associations. Maximum number of nominations by 
any one such organization, publication, or association is two. 

B. Nominations shall be in the style of CSI Honors & Awards Form 411 (See Appendix 
M). 

C. Nominations shall include information listed on CSI Honors & Awards Form 412 
(see Appendix M). Nomination shall clearly demonstrate that the individual is a 
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distinguished Leader in their field and is willing to participate on this Panel of 
Judges. 

D. A recent photograph of the nominee shall be submitted with the nomination. Original 
color photo (4” x 6”; head and shoulders view; vertical format) shall be included with 
the original nomination. Photograph shall be professional quality and authorized for 
publication by the Institute.  

E. Letters of endorsement are not required, but may be included at the discretion of the 
nominator.  

F. Submission Format: Refer to IV., 3.01, E. 
G. Nominations shall be addressed and sent to: CSI Awards Committee; c/o The 

Construction Specifications Institute; 110 South Union Street, Suite 100; Alexandria, 
VA 22314.  Those selected as judges will receive a letter or appointment from the 
President. 

H. Deadline: Institute offices must receive nomination packages by January 15 (5pm 
Eastern). 

2.05 Endorsements (if included) 
A. Endorsers should make their endorsements specifically pertinent to the nomination. 

Fewer quality endorsements are more effective than multiple weak endorsements. 
Endorsement letters should cite firsthand knowledge of the nominee’s specific 
achievements, service or level of expertise. 

B. Any party, except members of the Institute Awards Committee, may make 
endorsement. 

C. Letters of endorsement may be sent directly to Institute offices, or may be included in 
the nomination package. Letters of endorsement sent directly to Institute offices will 
be considered privileged communication. 

2.06 Resubmission and Nomination for a Second Term 
A. Nominees who are not selected to sit on the Panel of Judges may be re-nominated in 

subsequent years.  
B. Judges who have been selected may be nominated to sit on the Panel for a second 

term. 
C. Re-nomination and nomination for a second term require complete nomination 

process. 
2.07 Premature Publicity 

A. Nominators are cautioned not to publicize the names of nominees for the Panel of 
Judges, except as necessary to secure letters of endorsement and documentation 
supporting the nomination, until such time as nomination has been favorably acted 
upon and the results have been announced by the Institute. Such premature publicity 
may embarrass both the nominee and the nominator. 

B. Names of nominees not selected to serve on the Panel of Judges will not be 
publicized. 

 
Part 3 – National Awards, General 
3.01 Nominations 

A. Nominations shall be submitted in writing in the style of CSI Honors & Awards 
Forms 401 and 402 and must be submitted in the manner specified (See Appendix 
M). 
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B. Nominations shall be complete, establish compliance with the criteria for each award, 
and include reasons why the nominee deserves consideration for the award. 

C. Nominations shall be made by a National Officer of a design and/or construction 
industry organization or association.  

D. Not more than two nominations from any one organization or association shall be 
submitted or will be considered. In the case of more than two nominations being 
submitted, the first two nominations received by the Institute will be accepted for 
judging. Nominations subsequently received will be returned to the nominator as 
disqualified without prejudice. 

E. Facsimile submissions are not acceptable. 
3.02 Procedures for Nominations for National Awards 

A. Nominations shall be in the style of CSI Honors & Awards Form 401.  
B. Nominations shall include information listed on CSI Honors & Awards Form 402. 

Nomination shall clearly demonstrate that the individual is distinguished on a 
national level in the category of the award nomination. 

C. A recent photograph of the nominee shall be submitted with the nomination. Original 
color photo (4” x 6”; head and shoulders view; vertical format) shall be included with 
the original nomination. Photograph shall be professional quality and authorized for 
publication by the Institute. 

D. A minimum of five letters of endorsement is required for each nomination.  
E. One original and six copies of the complete nomination package are required. 

Original photographs shall be submitted with original of the completed nomination 
package. Copies of photographs are acceptable for the five copies of the nomination 
package. 

F. Nominations shall be addressed and sent to: Chairman, National Awards Panel of 
Judges; c/o The Construction Specifications Institute; 110 South Union Street, Suite 
100; Alexandria, VA 22314.  The winning nominee will receive a letter of 
notification from the Chairman of the Panel of Judges. 

G. Deadline: The Institute office must receive nomination packages and letters of 
endorsement not later than January 15 (5pm Eastern). 

3.03 Endorsements 
A. Each nomination requires at least five letters of endorsement. Additional letters of 

endorsement may be submitted at the discretion of the nominator. 
B. Endorsement may be made by any party, except members of the Institute Awards 

Committee and National Awards Panel of Judges. 
C. Endorsers should make their endorsements pertinent to the specific areas of 

achievement, service or expertise on which the nomination is based. Five quality 
endorsements are more effective than more weak endorsements. Endorsement letters 
should cite firsthand knowledge of the nominee’s specific achievements, service or 
level of expertise. 

D. Letters of endorsement may be sent directly to Institute offices, or may be included in 
the nomination package. Letters of endorsement sent directly to Institute offices will 
be considered privileged communication. 

3.04 Exhibits 
A. Renderings, drawings, photographs, and other exhibits may be included as 

appropriate to support the nomination. 
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B. Graphic and photographic exhibits shall be professional quality and may be published 
at the discretion of the Institute. Creator credits and authorization for publication 
shall be included with all exhibits. 

C. Graphic and photographic exhibits shall be arranged to fit neatly within the 
nomination package. 

3.05 Resubmission 
A. Nominees who are not selected to receive an award in any given year may be re-

nominated in subsequent years. 
1. Exception: When award category criteria requires activity within a certain time 

period, that nomination will not be reconsidered in subsequent time periods. 
B. Re-submitted nominations shall be complete and contain the required nomination 

form, all documentation and letters of endorsement, each time they are re-submitted. 
At nominator’s discretion, nomination package may duplicate previous information 
or may be partly or entirely new information. 

3.06 Premature Publicity 
A. Nominators are cautioned not to publicize the names of nominees, except as 

necessary to secure letters of endorsement and documentation supporting the 
nomination, until such time as nomination has been favorably acted upon and the 
results have been announced by the Institute. Such premature publicity may 
embarrass both the nominee and the nominator. 

B. Names of nominees not selected to receive an award will not be publicized. 
 
Part 4 – National Awards Categories 
4.01 The Michelangelo Award 

Michelangelo is one of the greatest artists of all time, a man whose name has become 
synonymous with the word “masterpiece.” As an artist he was unmatched, the creator of 
works of sublime beauty that express the full breadth of the human condition. Because of 
his lifetime devotion to art and architecture he was venerated after his death as the “father 
and master of all the arts.” 
A. Award Criteria: 

1. This award is presented to pay tribute to an individual for a lifetime of 
distinguished, innovative service to the design and construction industry, thereby 
exhibiting excellence in the mastery of creating and sustaining the built 
environment. 

2. No more than one such award will be given in any year. 
B. Nominations (see also V/Part 3): 

1. Nominations shall be supported by specific evidence of far-reaching effect and 
lifetime achievement. 

C. Method of Recognition and Presentation: 
1. Method of Recognition shall be a bust of Michelangelo, approximately 8 - 12 

inches tall, on a marble base, or a recognition piece with equal stature, containing 
the name of the award, the year and the recipient’s name. 

2. Venue of Presentation: The CSI Annual Convention. 
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VI. INTERNATIONAL AWARDS 
 [reserved] 
 
 
VII. JOINT AWARDS  

PART 1 – General 
1.01 Definition  

A. A Joint Award is recognition by CSI and another organization with which the 
Institute has a strategic partnership of talent, achievements, and contributions in one 
of the Joint Awards categories, for any individual (CSI member or non-member) 
responsible for the preparation of construction documentation or company 
manufacturing construction products and publishing product information for those 
products.  

 
PART 2 - Judges  
2.01 Joint Award Task Team  

A.  Because of the stature of Joint Awards, a Joint Award Task Team will judge the Joint 
Award nominations. The Joint Award Task Team will be representative of both CSI 
and the strategic partner organization participating in the award.  

 
PART 3 – Excellence in Construction Information Award - Standards 
3.01  General 

A. The Excellence in Construction Information Award Program is a joint effort of The 
Construction Specifications Institute and Specifications Consultants in Independent 
Practice (SCIP). 

B.  The Excellence in Construction Information Award Program was created to recognize 
excellence, originality or creativity in processes, tools, or documents used in 
development or construction of the built environment.   

 
3.02  Nomination Procedures 

A. Nomination: Nominations to be considered for an award must be submitted as 
follows: 
1. Nomination must be accompanied by the applicable form and nomination fee. 
2.   All nominations must be submitted to: 
 Chairman, Awards Committee 
 c/o The Construction Specifications Institute 
 110 South Union Street, Suite 100 

Alexandria, VA 22314 
3. All nominations must be received no later than: January 15 (5pm Eastern). 
4. All nominations must be in English. 
5. Nomination documents shall not contain unauthorized reproduced copies of 

copyrighted documents. 
6. Nominated documents shall be in the original form used for the project. 
7. Membership in CSI or SCIP is not a requirement for submitting. 
8. The following is required for each nomination. 

a. One original: 



FY 2010 HONORS &  AWARDS GUIDE     PAGE 38 

 

1) Original may be in a commonly readable electronic format consisting of 
either a single file on permanent media, such as DVD, CD or flash drive 
that represents the entire nomination package, including completed 
nomination forms, exhibits and supporting documents, in the prescribed 
sequence. For other format, contact CSI.  Or, 

2) Original may be in hard (non-electronic) format.  Nomination package, 
including completed nomination forms, exhibits and supporting 
documents, in the prescribed sequence, must be bound in such a way as 
to preserve the order of the package during shipping. Binding and 
tabbing are required for hard nominations. 

b. Copies: 
1) If original is submitted in electronic format, no copies are required. 
2) If original is submitted in hard (non-electronic) format, one of the 

following types of copies must accompany the original: 
a) One copy in a commonly readable electronic format consisting of either 

a single file on permanent media such as DVD, CD or flash drive that 
identically represents the entire original nomination package, including 
nomination forms, exhibits and supporting documents, in the prescribed 
sequence.  For other format, contact CSI.  Or, 

b) Ten printed copies identical to the original in sequence and presentation. 
9. Fees:  Each nomination must be accompanied by the appropriate fee depending 

upon the category and membership status of nominee. See form 500 for 
additional fee information. 

 

Category CSI Member Non-Member 

A – Project 
Documentation 

$100 $300 

B – Product 
Documentation 

$300 $900 

C – Innovation $100 $300 

 
B. Endorsements - reference See IV - Institute Awards Part 3 3.03. 

 
3.03 Resubmission  

A.  Those nominations not selected to receive an award in any given year may resubmit 
in subsequent years.  

B. Nominations for a particular project or “work effort” that has previously received an 
Excellence in Construction Information Award may be submitted provided the 
nomination is for a different work product, or is submitted under a different category 
from the previous awarded nomination.  

C.  Resubmissions shall be complete and contain the required nomination form, all 
documentation and letters of endorsement, each time they are resubmitted. At the 
submitter’s discretion, nomination package may duplicate previous information or 
may be partly or entirely new information.  
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3.04 Premature Publicity  

A.  Nominators are cautioned not to publicize the names of nominees, except as 
necessary to secure letters of endorsement and documentation supporting the 
nomination, until such time as nomination has been favorably acted upon and the 
results have been announced by the Institute. Such premature publicity may 
embarrass both the nominee and the nominator.  

B.  Names of nominees not selected to receive an award will not be publicized.  
 

PART 4 – Excellence in Construction Information Award - Categories 
  4.01  Project Documentation 

A. Description:  This category is open to written project documentation documents 
including for project conception documents, project delivery documents, design 
documents, or construction documents and may be submitted in nomination of an 
individual, a project team, or organization. 
1. Written project documentation award nominations may be submitted for, but not 

limited to, any of the following: 
a. Preliminary Studies 
b. Project Programs 
c. Preliminary Project Descriptions 
d. Outline Specifications 
e. Entire Project Manuals 
f. Individual Specification Divisions 
g. Individual Specification Sections 
h. Request for Proposal 
i.  Request for Qualifications 

2. Project Documentation submittals may be for any project delivery method 
provided the method is clearly noted in the nomination. See Honors & Awards 
Form 501. 

B. Award Criteria : Nominations in this category will be judged as follows: 
1. Adherence to CSI standards as outlined in the current edition of The Project 

Resource Manual – CSI Manual of Practice. 
2. Adherence to the CSI principle of the Four C’s in preparing all written 

documentation. Documents must be; Clear, Concise, Complete and Correct. 
3. Supporting narrative that forms the basis for the nomination. See Honors & 

Awards Form 501. 
4. Nominations may include up to 10 letters of endorsement that are in support of 

nomination. 
 

4.02 Category B – Product Documentation 
A. Description:  This category is open to the different forms of construction product 

information. Product information may be submitted in nomination of a manufacturer 
or organization. 
1. Product information award nominations may be submitted for, but not limited to, 

any of the following: 
a. Manufacturers Website 
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b. Guide Specification 
2. Or other Product Information that is used by a project team that contributes to 

successful project development provided the type of information is clearly noted 
in the nomination. See Honors & Awards Form 502. 

B. Award Criteria :  Nominations in this category will be judged as follows: 
1. Adherence to CSI standards as outlined in the current edition of The Project 

Resource Manual – CSI Manual of Practice. 
2. Adherence to the CSI principle of the Four C’s in preparing all written 

documentation. Documents must be; Clear, Concise, Complete and Correct. 
3. Supporting narrative that forms the basis for the nomination. See Honors & 

Awards Form 502. 
4. Nominations may include up to 10 letters of endorsement that are in support of 

nomination. 
 

4.03 Innovation 
A. Description:  This category is open to different forms of construction documentation 

and processes for presenting construction related information in a logical and 
organized method for which there is no established method or a modification to an 
established CSI standard that improves the presentation method, processes or allows 
for a response to a special project need.  Innovative work may be submitted in 
nomination of an individual, a project team, organization, or manufacturer.  Written 
innovation document award nominations may be submitted for any innovative 
construction documentation, work effort or process that have been developed and 
applied successfully to a project(s). 
1. See Honors & Awards Form 503. 

B. Award Criteria :  Nominations in this category will be judged as follows: 
1. Adherence to the CSI principle of the Four C’s in preparing all written 

documentation. Documents must be; Clear, Concise, Complete and Correct. 
2. Supporting narrative that forms the basis for the nomination. See Honors & 

Awards Form 503. 
3. Supporting narrative must describe the reasons for the nomination. 
4. Nominations may include up to 10 letters of endorsement that are in support of 

nomination. 
  

4.04 Method of Recognition and Presentation:  
A. Method of Recognition: A framed certificate or plaque containing the name of the 

award, the year and the recipient’s name.  The award will indicate that it is made 
jointly by CSI and the strategic partner. 

B. Venue of Presentation: The CSI Annual Convention by both CSI and SCIP.  
 

 
VIII. REGION AWARDS PROGRAM 

Part 1 – General 
1.01 Introduction 

A. Purpose 
1. Because each level of recognition plays a vital role in CSI’s overall goals, an 

awards program at the region level is encouraged by the Institute. 
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2. It is essential that regions recognize the efforts of their members and others 
whose activities support the goals of CSI. 

3. The CSI region awards program shall recognize the extraordinary efforts, talent, 
achievements, and notable contributions to the construction industry that support 
the purpose of CSI and the region. 

4. The region’s award program shall be the principle method for the region to say 
“thank you” to members and others who have contributed time and effort 
generously to the region.  Awards that convey gracious and grateful recognition 
of extraordinary effort encourage continuing contributions. 

5. The region’s award program shall promote the goals of intensifying members’ 
interest, gaining new members, developing new talent, stimulating interest in the 
region’s growth, and promoting the public image of CSI. 

B. Scope 
1. The awards program at the region level is intended to recognize notable 

contributions, outstanding achievements, and service that are regional in nature. 
2. The region may also recognize contributions to a chapter that have far-reaching 

effects outside that chapter. 
C. Forms 

1. CSI Honors & Awards Sample Forms are in Appendix M. 
2. Sample certificates are in Appendix L. 
3. Region award certificate stock may be purchased from the Institute office. 

D. Sample Region Awards Guide: 
1. The purpose of the Sample Region Awards Guide (Part 3) is to provide guidance 

to the Region Awards Committee. 
2. Each region should review, edit, and expand this sample guide as appropriate for 

its specific needs and goals. 
 

Part 2 – Judges 
2.01 Region Awards Judges 

A. Region Awards Committee 
1. Unless specifically otherwise noted, the Region Awards Committee judges all 

region awards and selects winners, based on criteria stated in the specific award 
description. 

2. Region Awards Committee consists of a chairman and members, as identified in 
Institute Administrative References Section C. 

3. Region Awards Committee responsibilities are described in Institute 
Administrative References Section C. 

B. Institute Directors 
1. Institute Directors shall determine the recipients of the Institute Director’s 

Certificates. 
2. Institute Directors shall participate as judges on the Region Awards Committee. 
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Part 3 – Sample Region Awards Guide 
3.01 Nomination 

A. Forms: Nominations must be made in writing in the style of CSI Honors & Awards 
Forms listed in the specific award criteria, and must be submitted in the manner 
specified (See Appendix M for suggested sample Region Nomination Forms). 

B. Compliance: Nominations shall be complete and establish compliance with the 
criteria for each award, should present reasons why the nominee deserves 
consideration for the award, and must contain supporting documentation to clearly 
establish the nominee’s qualifications for the award. 

C. Qualified Nominators: Nominations shall be made by any chapter within the region, 
or not fewer than three region members in good standing. 

D. Facsimile: Neither facsimile transmissions nor electronic submissions are acceptable. 
3.02 Procedures for Nomination for Region Awards 

A. Requisite CSI Honors & Awards Forms are listed in the specific award criteria (See 
Appendix M for Honors & Awards Forms). 

B. Requisite number of copies of the complete nomination package is described in the 
specific award criteria. 

C. Deadline: Region Awards Chairman must receive nominations for Region 
Craftsmanship Awards not later than [insert date], and for all other region awards not 
later than [insert date]. 

3.03 Endorsements 
A. Requirements for endorsements are described in the specific awards category. 
B. Endorsements may be made by any party, except members of the Region Awards 

Committee. Letters should include endorsement from clients, professional associates, 
and peers. 

C. Endorsers should make their endorsements pertinent to the specific areas of 
achievement or service on which the nomination is based, and should cite firsthand 
knowledge. 

D. Letters of endorsement may be sent directly to Region Awards Chairman, or may be 
included in the nomination package. Letters of endorsement sent directly to the 
Region Awards Chairman will be considered privileged communication. 

E. Letters of endorsement shall be signed by the author. 
F. Neither facsimile transmissions nor electronic submissions are acceptable. 

3.04 Exhibits 
A. Specific awards require exhibits, samples and/or photographs. Such required items 

shall be included in the nomination package. 
B. Additional exhibits may also be included as appropriate to support the nomination. 

Such additional exhibits may include but are not limited to: renderings, drawings, 
photographs, and publications. 

3.05 Re-submissions 
A. Nominees who are not selected to receive an award in any given year may be re-

nominated in subsequent years. Exception: If an award category criterion requires 
activity within a specific year, nomination for activity within that year will not be 
reconsidered in subsequent years. 

B. Resubmitted nominations must be complete and must contain the required 
nomination forms, documentation, and letters of endorsement each time they are 
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resubmitted. At the nominator’s discretion, nomination package may include 
previously submitted information or may be partly or entirely new information. 

3.06 Premature Publicity 
A. Nominators are cautioned not to publicize the names of nominees, except as 

necessary to secure letters of endorsement and documentation supporting the 
nomination, until such time as the nomination has been favorably acted upon and 
results have been announced by the region. Such premature publicity may embarrass 
both the nominee and the nominator. 

B. Names of nominees not selected to receive an award will not be publicized. 
 

Part 4 – Region Award Categories 
4.01 Service Recognition 

A. REGION SERVICE AWARD 
1. Award Criteria: 

a. This award is presented to outgoing region board members, officers, and 
committee chairmen at the end of their term of service to the region. 

b. One award is presented to each outgoing individual. 
2. Nomination: There is no nomination process and there are no nomination 

requirements. 
3. Award: 

a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: Annual Region Conference. 

B. INSTITUTE DIRECTOR SERVICE AWARD 
1. Award Criteria: 

a. This award is presented to outgoing Institute Directors at the end of their 
term of service to the region. 

b. One award is presented to each outgoing Institute Director. 
2. Nomination: There is no nomination process and there are no nomination 

requirements. 
3. Award: 

a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: Annual Region Conference. 

C. INSTITUTE DIRECTOR’S AWARD 
1. Award Criteria: 

a. This award is presented by the Institute Directors at their discretion. 
b. Not more than two such awards may be made by each Institute Director in 

any year. 
2. Nomination: There is no nomination process and there are no nomination 

requirements. 
3. Award: 

a. Method of Recognition: Printed certificate, mounted on a wooden plaque. 
b. Venue of Presentation: Annual Region Conference. 

4.02 Service Awards 
A. REGION CERTIFICATE OF APPRECIATION 

1. Award Criteria: 
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a. This award is presented to an individual who has rendered significant service 
to the region in the advancement of its objectives or in its administration. 

b. No more than three such awards may be given in any year. 
2. Nomination: 

a. Nomination shall be in the style of CSI Honors & Awards Form 701. 
b. Nomination shall include information listed on CSI Honors & Awards Form 

702. 
c. Nomination shall include minimum of two letters of endorsement.  
d. One original and three copies of the completed nomination are required. 

3. Award: 
a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: Annual Region Conference. 

B. REGION ORGANIZATIONAL CERTIFICATE OF APPRECIATION 
1. Award Criteria: 

a. This award is presented to an organization, firm, or association that has 
rendered significant service to the region in the advancement of its objectives 
or in its administration. 

b. No more than two such awards may be given in any year. 
2. Nomination: 

a. Nomination shall be in the style of CSI Honors & Awards Form 701. 
b. Nomination shall include information listed on CSI Honors & Awards Form 

702. 
c. Nomination shall include minimum of two letters of endorsement. 
d. One original and three copies of the completed nomination are required. 

3. Award: 
a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: Annual Region Conference. 

C. REGION COMMENDATION 
1. Award Criteria: 

a. This award is presented to an individual, team, committee, or Chapter that 
has rendered outstanding service to the region in the advancement of its 
objectives or in its administration. 

b. Nominee shall be a member of the region. In the case of a team or 
committee, a majority number of members of the team or committee shall be 
region members. 

c. No more than one such award may be given in any year. 
2. Nomination: 

a. Nomination shall be in the style of CSI Honors & Awards Form 701. 
b. Nomination shall include information listed on CSI Honors & Awards Form 

702. 
c. Nomination shall include minimum of two letters of endorsement.  
d. One original and three copies of the completed nomination are required. 

3. Award: 
a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: Annual Region Conference. 

D. REGION CONTINUOUS SERVICE AWARD 
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1. Award Criteria: 
a. This award is presented to an individual who has rendered continuous 

outstanding service for at least five years to the region in the advancement of 
its objectives or in its administration. 

b. No more than two such awards may be given in any year. 
c. Past recipients are not eligible for the award again until another five years 

have passed. 
2. Nomination: 

a. Nomination shall be in the style of CSI Honors & Awards Form 701. 
b. Nomination shall include information listed on CSI Honors & Awards Form 

702. 
c. Nomination shall include minimum of two letters of endorsement. 
d. One original and three copies of the completed nomination are required. 

3. Award: 
a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: Annual Region Conference. 

E. REGION DISTINGUISHED SERVICE AWARD 
1. Award Criteria: 

a. This award is presented to an individual who has rendered distinguished 
service to the region in the advancement of its objectives or in its 
administration. 

b. Distinguished service is long-term, continuous service that has resulted in 
important contributions to the region. 

c. Nominee must be a member of the region. 
d. No more than one such award may be given in any year. 

2. Nomination: 
a. Nomination shall be in the style of CSI Honors & Awards Form 701. 
b. Nomination shall include information listed on CSI Honors & Awards Form 

702. 
c. Nomination shall include minimum of two letters of endorsement. 
d. One original and three copies of the completed nomination are required. 

3. Award: 
a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: Annual Region Conference. 

4.03 Professional Accomplishment Awards 
A. REGION CRAFTSMANSHIP AWARD 

1. Award Criteria: 
a. This award is presented to an individual, team, firm or organization for 

outstanding craftsmanship on a project constructed within the region. 
b. Work presented for consideration must have been completed within the 12 

months preceding the nomination deadline. 
c. No more than one such award may be given in any year. 

2. Nomination: 
a. Nomination shall be in the style of CSI Honors & Awards Form 701. 
b. Nomination shall include information listed on CSI Honors & Awards Form 

702. 
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c. Nomination shall include at least four different color photos clearly showing 
different aspects of the work.  Photos shall be a minimum size of 4” x 6.” 

d. Nomination shall include minimum of two letters of endorsement. 
e. One original and three copies of the completed nomination are required. The 

same photos of the work shall be included in all four sets. 
3. Award: 

a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: Annual Region Conference. 

4.04 Publications Awards 
A. CONTINUING PUBLICATION AWARD 

1. Award Criteria: 
a. This award is presented to an individual, team, firm, organization, or chapter 

for an outstanding paper copy continuing publication of interest to or related 
to CSI. 

b. To be considered continuing, such publication must be issued not less than 
four times per year. 

c. Documents submitted for consideration must have been published within 12 
months preceding the nomination deadline. 

d. Nominee shall be a member of the region. In the case of a team, firm, or 
organization, a majority number of members of the team, firm, or 
organization shall be region members. 

e. No more than two such awards may be given in any year. 
2. Nomination: 

a. Nomination shall be in the style of CSI Honors & Awards Form 701. 
b. Nomination shall include three (no more, no less) different issues of the 

nominated publication. 
c. One original and three copies of the completed nomination are required. The 

same three issues of the publication shall be included in all four sets. 
3. Award: 

a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: Annual Region Conference. 

B. SPECIAL PUBLICATION AWARD 
1. Award Criteria: 

a. This award is presented to an individual, team, firm, organization, or chapter 
to recognize an outstanding paper copy non-continuing publication that is of 
interest to or related to CSI. 

b. Special publications are those that are published less often than four times 
per year. 

c. Document submitted for consideration must have been published within 
twelve months preceding the nomination deadline. 

d. Special publications include but are not limited to: chapter directories, 
chapter rosters, guides, calendars, and technical documents. 

e. Nominee must be a member of the region. In the case of a team, firm, or 
organization, a majority number of members of the team, firm, or 
organization shall be region members. 

f. No more than two such awards may be given in any year. 
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2. Nomination: 
a. Nomination shall be in the style of CSI Honors & Awards Form 701. 
b. Nomination shall include the nominated publication, as it was issued for 

publication. 
c. One original and three copies of the completed nomination are required. 

Originals of the Special Publication shall be included in all four sets. 
3. Award: 

a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: Annual Region Conference. 

C. ELECTRONIC MEDIA AWARD 
1. Award Criteria: 

a. This award is presented to an individual or chapter to recognize an 
outstanding electronic media publication. 

b. An electronic media publication is one that is created and distributed entirely 
in electronic format and takes advantage of electronic technology in its 
making. 

c. Electronic media publications include but are not limited to: Websites, 
electronic newsletters, and technical documents. 

d. No more than two such awards may be given in any year. 
2. Nomination: 

a. Nomination shall be in the style of CSI Honors & Awards Form 701. 
b. Nomination shall include information listed on CSI Honors & Awards Form 

702. 
c. Nomination shall include minimum of two letters of endorsement. 
d. One original and three copies of the completed nomination are required. 

3. Award: 
a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: Annual Region Conference. 

IX .  CHAPTER AWARDS PROGRAM 
Part 1 – General 
1.01 Introduction 

A. Purpose 
1. Because each level of recognition plays a vital role in CSI’s overall goals, an 

awards program at the chapter level is encouraged by the Institute. 
2. It is essential that chapters recognize the efforts of their members and others 

whose activities support the goals of CSI. 
3. The CSI chapter awards program shall recognize the extraordinary efforts, talent, 

achievements and notable contributions to the construction industry that support 
purpose of CSI and the chapter. 

4. The chapter’s awards program shall be the principle method for the chapter to 
say “thank you” to members and others who have contributed time and effort 
generously to the chapter.  Awards that convey gracious and grateful recognition 
of extraordinary effort encourage continuing contributions. 

5. The chapter’s awards program shall promote the goals of intensifying members’ 
interest, gaining new members, developing new talent, stimulating interest in the 
region’s growth, and promoting the public image of CSI. 
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B. Scope 
1. The awards program at the chapter level is intended to recognize notable 

contributions, outstanding achievements, and service that are chapter level in 
nature. 

2. The chapter may also recognize contributions to the chapter that have far-
reaching effects outside that chapter. 

C. Forms 
1. CSI Honors & Awards Forms are in Appendix M. 
2. Sample certificates are in Appendix L. 
3. Chapter award certificate stock may be purchased from the Institute office. 

D. Sample Chapter Awards Guide 
1. The purpose of the Sample Chapter Awards Guide (Part 3) is to provide guidance 

to the Chapter Awards Committee. 
2. Each chapter should review, edit, and expand this sample guide as appropriate for 

its specific needs and goals. 
 

Part 2 – Judges 
2.01 Chapter Awards Judges 

A. Chapter Awards Committee 
1. Unless specifically otherwise noted, the Chapter Awards Committee judges all 

chapter awards and selects winners, based on criteria stated in the specific award 
description. 

2. Chapter Awards Committee consists of a chairman and members, as identified in 
Institute Administrative References Section C. 

3. Chapter Awards Committee responsibilities are described in Institute 
Administrative References Section C. 

B. Chapter Officers 
1. Chapter President shall determine the recipients of the President’s Certificates. 
2. Chapter Officers shall participate as judges on the Chapter Awards Committee. 
 

Part 3 – Sample Chapter Awards Guide 
3.01 Nomination 

A. Forms: Nominations must be made in writing in the style of CSI Honors & Awards 
Forms listed in the specific award criteria, and must be submitted in the manner 
specified (See Appendix M for Chapter Nomination Forms). 

B. Compliance: Nominations shall be complete and establish compliance with the 
criteria for each award, should present reasons why the nomination deserves 
consideration for the award, and must contain supporting documentation to clearly 
establish the nominee’s qualifications for the award. 

C. Qualified Nominators: Nominations shall be made by any chapter committee 
chairman or not fewer than two chapter members in good standing. 

D. Neither facsimile transmission nor electronic submissions are acceptable. 
3.02 Procedures for Nomination for Chapter Awards 

A. Requisite CSI Honors & Awards Forms are listed in the specific award criteria (See 
Appendix M for Honors & Awards Forms). 
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B. Requisite number of copies of the complete nomination package is described in the 
specific award criteria. 

C. Deadline: Chapter Awards Chairman must receive nominations for Chapter 
Craftsmanship Awards not later than [insert date], and for all other chapter awards 
not later than [insert date]. 

3.03 Endorsements 
A. Requirements for endorsements are described in the specific awards category. 
B. Endorsements may be made by any party, except members of the Chapter Awards 

Committee. Letters should include endorsement from clients, professional associates, 
and peers. 

C. Endorsers should make their endorsements pertinent to the specific areas of 
achievement or service on which the nomination is based, and should cite firsthand 
knowledge. 

D. Letters of endorsement may be sent directly to Chapter Awards Chairman, or may be 
included in the nomination package. Letters of endorsement sent directly to the 
Chapter Awards Chairman will be considered privileged communication. 

E. Letters of endorsement shall be signed by the author. 
F. Neither facsimile transmissions nor electronic submissions are acceptable. 

3.04 Exhibits 
A. Specific awards require exhibits, samples and/or photographs. Such required items 

shall be included in the nomination package. 
B. Additional exhibits may also be included as appropriate to support the nomination. 

Such additional exhibits may include but are not limited to: renderings, drawings, 
photographs, and publications. 

3.05 Re-submissions 
A. Nominees who are not selected to receive an award in any given year may be re-

nominated in subsequent years. Exception: If an award category criterion requires 
activity within a specific year, nomination for activity within that year will not be 
reconsidered in subsequent years. 

B. Resubmitted nominations must be complete and must contain the required 
nomination forms, documentation, and letters of endorsement each time they are 
resubmitted. At the nominator’s discretion, nomination package may include 
previously submitted information or may be partly or entirely new information. 

3.06 Premature Publicity 
A. Nominators are cautioned not to publicize the names of nominees, except as 

necessary to secure letters of endorsement and documentation supporting the 
nomination, until such time as the nomination has been favorably acted upon and 
results have been announced by the chapter. Such premature publicity may embarrass 
both the nominee and the nominator. 

B. Names of nominees not selected to receive an award will not be publicized. 
 

Part 4 – Chapter Award Categories 
4.01 Service Recognition 

A. CHAPTER SERVICE AWARD 
1. Award Criteria: 
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a. This award is presented to outgoing chapter board members, officers, and 
committee chairmen at the end of their term of service to the chapter. 

b. One award is presented to each outgoing individual. 
2. Nomination: 

a. There is no nomination process and there are no nomination requirements. 
 

3. Award: 
a. Method of Recognition:  Framed Certificate. 
b. Venue of Presentation: Annual Chapter Awards Program. 

B. PRESIDENT’S CERTIFICATE 
1. Award Criteria: 

a. This award is presented by the President at his/her discretion. 
b. No more than five such awards may be given in any year. 

2. Nomination: 
a. There is no nomination process and there are no nomination requirements. 

3. Award: 
a. Method of Recognition: Printed certificate, mounted on a wooden plaque. 
b. Venue of Presentation: Annual Chapter Awards Program. 

4.02 Service Awards 
A. CHAPTER CERTIFICATE OF APPRECIATION 

1. Award Criteria: 
a. This award is presented to an individual who has rendered significant service 

to the chapter in the advancement of its objectives or in its administration. 
b. No more than two such awards may be given in any year. 

2. Nomination: 
a. Nomination shall be in the style of CSI Honors & Awards Form 801. 
b. Nomination shall include information listed on CSI Honors & Awards Form 

802. 
c. Nomination shall include minimum of two letters of endorsement. 
d. One original and two copies of the completed nomination are required. 

3. Award: 
a. Method of Recognition:  Framed Certificate. 
b. Venue of Presentation: Annual Chapter Awards Program. 

B. CHAPTER ORGANIZATIONAL CERTIFICATE OF APPRECIATION 
1. Award Criteria: 

a. This award is presented to an organization, firm, or association that has 
rendered significant service to the chapter in the advancement of its 
objectives or in its administration. 

b. No more than one such award may be given in any year. 
2. Nomination: 

a. Nomination shall be in the style of CSI Honors & Awards Form 801. 
b. Nomination shall include information listed on CSI Honors & Awards Form 

802. 
c. Nomination shall include minimum of two letters of endorsement.  
d. One original and two copies of the completed nomination are required. 

3. Award: 



FY 2010 HONORS &  AWARDS GUIDE     PAGE 51 

 

a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: Annual Chapter Awards Program. 
 

C. CHAPTER COMMENDATION 
1. Award Criteria: 

a. This award is presented to an individual, team, or committee that has 
rendered outstanding service to the chapter in the advancement of its 
objectives or in its administration. 

b. Nominee shall be a member of the chapter. In the case of a team or 
committee, a majority number of members of the team or committee shall be 
chapter members. 

c. No more than one such award may be given in any year. 
2. Nomination: 

a. Nomination shall be in the style of CSI Honors & Awards Form 801. 
b. Nomination shall include information listed on CSI Honors & Awards Form 

802. 
c. Nomination shall include minimum of two letters of endorsement. 
d. One original and two copies of the completed nomination are required. 

3. Award: 
a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: Annual Chapter Awards Program. 

D. CHAPTER CONTINUOUS SERVICE AWARD 
1. Award Criteria: 

a. This award is presented to an individual who has rendered continuous 
outstanding service for at least five years to the chapter in the advancement 
of its objectives or in its administration. 

b. No more than two such awards may be given in any year. 
c. Past recipients are not eligible for the award again until another five years 

have passed. 
2. Nomination: 

a. Nomination shall be in the style of CSI Honors & Awards Form 801. 
b. Nomination shall include information listed on CSI Honors & Awards Form 

802. 
c. Nomination shall include minimum of two letters of endorsement. 
d. One original and two copies of the completed nomination are required. 

3. Award: 
a. Method of Recognition: Framed certificate. 
b. Venue of Presentation: Annual Chapter Awards Program. 

E. CHAPTER DISTINGUISHED SERVICE AWARD 
1. Award Criteria: 

a. This award is presented to an individual who has rendered distinguished 
service to the chapter in the advancement of its objectives or in its 
administration. 

b. Distinguished service is long-term, continuous service that has resulted in 
important contributions to the chapter. 

c. Nominee must be a member of the chapter. 
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d. No more than one such award may be given in any year. 
2. Nomination: 

a. Nomination shall be in the style of CSI Honors & Awards Form 801 and 802. 
b. Nomination shall include minimum of two letters of endorsement. 
c. One original and two copies of the completed nomination are required. 

3. Award: 
a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: Annual Chapter Awards Program. 

4.03 Professional Accomplishment Awards 
A. CHAPTER CRAFTSMANSHIP AWARD 

1. Award Criteria: 
a. This award is presented to an individual, team, firm, or organization for 

outstanding craftsmanship on a project constructed within the local area. 
b. Work presented for consideration must have been completed within 12 

months preceding the nomination deadline. 
c. No more than one such award may be given in any year. 

2. Nomination: 
a. Nomination shall be in the style of CSI Honors & Awards Form 801. 
b. Nomination shall include information listed on CSI Honors & Awards Form 

802. 
c. Nomination shall include at least four different color photos clearly showing 

different aspects of the work. Photos shall be minimum size 4” x 6”. 
d. Nomination shall include minimum of two letters of endorsement. 
e. One original and two copies of the completed nomination are required. The 

same photos of the work shall be included in all three sets. 
3. Award: 

a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: Annual Chapter Awards Program. 

4.04 Publication Awards 
A. CHAPTER PUBLICATION AWARD 

1. Award Criteria: 
a. This award is presented to an individual who has submitted for publication at 

least four articles for the chapter newsletter or web site during the 12 months 
preceding the nomination deadline. 

b. There is no limit to the number of awards that may be presented in any year. 
2. Nomination: 

a. Nomination shall be in the style of CSI Honors & Awards Form 801. 
b. Nomination shall include information listed on CSI Honors & Awards Form 

802. 
c. One original and two copies of the completed nomination are required. 

3. Award: 
a. Method of Recognition: Framed Certificate. 
b. Venue of Presentation: Annual Chapter Awards Program. 
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Chapter Name 
 
 

Certificate of 
Merit and Appreciation 

 
 
 

Presented to 

Robert P. Smith, CSI 
 
 
 
 
 

For your devoted and selfless personal contribution 
to the _________Chapter while serving as Program Chairman, 

[month year] to [month year], you are presented the 
Certificate of Merit and Appreciation on the 

[day st,nd,rd,th] day of [month year]. 
 
 
 

---------------------------------------------------- 
President   

 
 
 
 
    

For use on CSI certificate 
stock with pre-printed color 
logo. 
 
 
18 pt Times Roman 
 
 
 
 
48/44 pt Times Roman 
 
 
 
 
 
 
12 pt Times Roman 
36 pt Times Roman or 
Calligraphy 
 
 
 
 
 
 
18/20 pt Times Roman 
40 pica maximum line length 
Centered 
 
 
 
 
 
 

Signature 
1/2 pt. Rule, 19 picas long 
9 pt. Times Roman 
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Region Identification 
 
 

Certificate of 
Merit and Appreciation 

 
 
 

Presented to 

Robert P. Smith, CSI 
 
 
 
 
 

For rendering distinguished service to the _________ 
Region in advancing the objectives of the Institute, 
[month year] to [month year], you are presented the 

Certificate of Appreciation on the 
[day st,nd,rd,th] day of [month year]. 

 
 
 
 

---------------------------------------------------- 
Director   

 
 
 
 
    

For use on CSI certificate 
stock with pre-printed color 
logo. 
 
 
18 pt Times Roman 
 
 
 
 
48/44 pt Times Roman 
 
 
 
 
 
 
12 pt Times Roman 
36 pt Times Roman or 
Calligraphy 
 
 
 
 
 
 
18/20 pt Times Roman 
40 pica maximum line length 
Centered 
 
 
 
 
 
 

Signature 
1/2 pt. Rule, 19 picas long 
9 pt. Times Roman 
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Newsletter Suggested Criteria: Newsletters shall be judged using the suggested criteria below. 
This list is not all inclusive, nor must all criteria be achieved in order to be eligible to receive an 
Institute Award. 
 
I. APPEARANCE 

A. Covers 
1. Chapter logo is clear and prominent 
2. Overall visual impact is clear and compelling 
3. Innovative and attractive presentation 
4. Front page creates a call to action for member involvement 

B. Body Pages 
1. White space is balanced and avoids crowding 
2. Font is easily read and is consistent throughout 
3. Artwork is appropriate and adds to visual impact 
4. Photos are clear and labeled 

 
II.  CONTENT 

A. Chapter News 
1. Chapter meeting notice has all details and creates a desire to attend 
2. Board minutes are complete 
3. Articles on recent meetings and social gatherings within the Chapter 
4. Calendar of future meetings and functions 
5. President reports on Chapter business, goals, and progress 
6. Board members are listed with contact information 
7. Committee chairs are listed with contact information 
8. New members are recognized and welcomed to the Chapter 
9. Member milestones and achievements are recognized 

B. Region News 
1. Regular reporting of activities 
2. Region board and committee chairs are listed with contact information 
3. Region calendar showing upcoming activities of interest 

C. Institute News 
1. Regular reporting of activities 
2. Institute contacts, phone numbers, and addresses 
3. Institute Annual Convention and Conference is advertised and reported on 

D. Technical 
1. Technical articles from members 
2. Technical articles from guest writers 

E. Advertising 
1. Qualities of ads are in balance to news content 
2. Ads are clear and attractive 
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Website Suggested Criteria: Websites shall be judged using the suggested items below. This list 
is not all inclusive, nor must all items be achieved in order to be eligible to receive an Institute 
Award. 

 
I. APPEARANCE 

A. Front Page 
1. Chapter logo is clear and prominent without scrolling down 
2. CSI logo is clear and prominent without scrolling down 
3. Overall visual impact is clear and compelling 
4. Innovative layout (vs. standardized layout) 
5. Appealing and balanced colors 
6. Front page of appropriate length 

B. Website Pages 
1. White space is balanced; crowding is avoided 
2. Font is easy to read without scrolling side-to-side 
3. Easy to find and use links to other pages of the website 
4. Balance of advertisements (if any) and website information 
5. Website information is up-to-date 

 
II.  CONTENT 

A. Chapter 
1. Calendar of upcoming chapter events 
2. Current President's message and archive of past meetings 
3. Board members and Committee Chairs with contact information 
4. Board meeting minutes and archive of past meeting minutes 
5. Chapter news, including report on last Chapter meeting 
6. Information about members and how to become a member 
7. Chapter Bylaws and policies 
8. Information on Chapter awards 
9. Photos clear, color balanced, and labeled 
10. Chapter newsletter and archive of past editions 

B. Region 
1. Region board and Committee Chairs and contact information 
2. Reporting of Region News and link to Region website 
3. Highlights of upcoming Region events 

C. Institute 
1. Institute contacts and contact information 
2. Link to Institute website 
3. Highlights of upcoming Institute events 

D. Student Chapter 
1. Student Chapter information or link to Student Chapter site 
2. Student Chapter President's message 
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110 South Union Street, Suite 100 
Alexandria, VA  22314 
800-689-2900 

www.csinet.org/honorsandawards 

Please be sure to visit CSINet to download the 
Honors & Awards Forms in electronic format!  


