From: Kristina Nelson, Chapter Vice Presiden
Date: September 23, 2008
Subject: APWA WA Chapter Committee Requirements and Support

To: APWA WA Chapter Committee Chairs 6: Vlw

As | have mentioned to you in previous e-mails, the board has been working on creating
structure around the chapter committees. It is one of the initiatives in president Terrell's
“State of the Chapter: 2008 Presidential Goals and Objectives”, it was a desire by past
president Mandyke who during his tenure stated: "They (the committees) are the life
blood of our Chapter", and it has been a topic of discussion for the board for many years.
Back in 2004 president Goodwin put together a “Draft Plan for Active Committees”, from
which the introduction to our policy on committee comes.

Not to overwhelm you all, the board decided to start out by focusing on one of the topics
in the policy, “Committee Requirements”™. We are also trying to provide you with more
support from the board. A board member liaison has been assigned to most committees
and as you may recall, a VP fund was established in the 2008 budget to assist with
various committee one-time expenses. Please see below for details.

Committee Requirements

Attached you will find a draft to “Committee Requirements” which is a portion of a larger
document intended to cover committee functions, structure, and requirements. The
board would like your input on these requirements. Are they good guidelines?
Unreasonable expectations? Please give us your thoughts. We will discuss any input
provided at our next board meeting, October 14", make revisions and vote on
implementation at our December board meeting.

Please provide your input to me no later than October 8™ 2008, for the October board
meeting.

Board Liaison

A board liaison has been assigned to most committees. At this time the duties of the
liaison has been defined as follows:

o Connection between the Board and the Committee
o Assist the Committee wW/APWA matters

The intent for the liaison is to be just that, a liaison, how the liaisons interact with the
committees (as in how often, when, if they attend committee meetings etc.) is up to each
liaison and the committee. The expectation is that issues, needs of the committee, are
brought to the board via the liaison.
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VP Fund

in the 2008 budget a Vice President (VP) Fund was established to support committees
with unanticipated one-time expenses, that wasn’t included in the chapter budget. The
Vice President has complete discretion over the fund and there are still dollars available,
so don't hesitate to ask. All that is needed is a short explanation telling me how the
expense is necessary, is a good idea, supports the activity of the committee, or likewise,
and provides a benefit to the chapter.

2009 Budget

Budget requests for on-going financial needs of your committee need to be provided to
the board officers (via the liaison) no later than November 1 to be considered in the

budget process.

Fall 2009 Conference in Walla Walla — Committee Report

Just a reminder, the general membership meeting is on October 17™ at the Walla Walla
fall Conference. The board will be looking for you to provide a report of your activities at
that time, verbal or written. Please let me know what your plans are.

Attachments:  Policy Handbook — Committees: “Committee Requirements”
List of Committees w/Board Liaison Listing
Committee Report to General Membership Meeting
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DRAFT — September 2008

List of Contents/Topics:

> Introduction

Functions of a Committee
Committee Chairs

Committee Members

Chapter Committees

Structure of Standing Committees
Committee Organization
Committee Requirements
Sample Documents

YV VVVVVVYV

Introduction

Active committees are essential to our chapter’s success. Committee activities provide
an excellent conduit for communicating with chapter members and implementing
strategic direction. Committee meetings and sponsored activities are the medium in
which strategic initiatives take shape, ideas become real and through which members
receive value. Committee activities can help to shape and define our interaction with
other professional and trade organizations, government entities and the public.

Committee Requirements:

e By January ten (10) of each year provide to Vice President updated information
on Committee Contact list

e The Chair or designee shall provide a verbal or written report of committee
activities at every General Membership meeting. The written report shall be
provided to the Vice President five (days) prior to the Conference.

e “Year-end Summary of Activities” to Vice President by January ten (10) of each
year

e Information on Committee Webpage to be kept current, updated at least twice
yearly

e Minimum Info to be on website: contact info, mission/vision/goal, meeting dates

e Provide report/article on committee activity(s) at least twice/year for the chapter
Magazine

¢ Include committee board liaison on all Committee correspondence and
communication
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AVECANNRRWRAL 00T
Washington State Chapter

“Fill - In” Committee
Report to Chapter Membership

(It is the Boards desire that a brief presentation is provided from each chapter
committee at the bi-annual membership meetings. This draft template is
provided to aid the presenter with suggested talking points.)

What we do: A few words about what the committee does — its mission and/or
purpose

Who we are: Name your committee members, introduce other members that
are in the audience

When we meet: When is the next meeting, how often do you meet, where do
you meet

What we have done: Elaborate on one activity, provide a short summary with
“highlights” of events, accomplishments

What we are trying to do: Are you working on something specific, what may
the membership see from this committee in the near future

What we need help with/Involvement Opportunities:

What does the committee need help with? From who?

Are you looking for new members?

What would they do? Do you have a specific task that needs to be done?
Something you need from the general membership?

How do you find out more: Is there a webpage, an e-mail list, a contact name
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