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Mission Statement 
The South Carolina Chapter develops, educates, and supports the people, 
agencies and organizations that plan, build, operate, maintain, and improve 
South Carolina. 

 



INTRODUCTION 
This manual – developed by and for the South Carolina Chapter and its Branches (SCAPWA) – contains 

the policies, procedures and practices of the Chapter. It is intended to serve as a primary document for 

onboarding new Executive Committee (Board) members and committee chairs, as a ready reference for 

veterans, and as an extension of documentation and guidance provided by the American Public Works 

Association (APWA). Nothing in this manual supersedes direction from APWA and conflicts will always 

be resolved in favor of APWA documentation and guidance. Where content in this manual differs from 

motions in Chapter board meeting minutes prior to the latest revision history signature date, this 

manual takes precedent. Executive Committee motions dated after the latest revision history signature 

date are valid and take precedence until incorporated into this Operations Manual. 

This is a living document – updated when and as deemed prudent by the Chapter Board, reviewed and 

certified annually by the incoming Chapter President as evidenced in the Revision History block. 

All approved SCAPWA Chapter and Branch Operations Manuals are available on the Chapter’s website 

for the benefit of all SCAPWA members. 

Branch Operations Manuals 

Branches may elect to develop their own operations manual to address or clarify issues particular to the 

individual Branch. For consistency, Branch manuals will follow the format of the Chapter manual. Branch 

manuals and updates require Chapter Board review and comment prior to implementation. Branch 

manuals should not contradict the Chapter Operations Manual. Submissions to the Chapter Vice 

President must be accompanied by a notice of approval by the Branch Executive Committee. 

Maintenance 

Recommended updates are submitted to the current Vice President using the South Carolina Chapter 

Operations Manual Update template, available on the Chapter website under About Us>Chapter and 

Branch Documents>SC APWA Chapter Operations Manual. Provided the recommendation is not 

addressed elsewhere in the manual, the Vice President will prepare and submit the recommendations 

for review by the Executive Committee. If rejected, the recommendation will be returned to the 

submitter with written reasoning for the rejection. The submitter is welcome to revise and resubmit the 

recommendation. If approved, the Vice President will advise the submitter or Branch of the Board’s 

action. 

 

Updates are added to the Manual no less than annually. Critical updates will be added immediately. The 

normal update procedure is (1) submission of update recommendation to the Vice President, (2) Vice 

President confirms update is not otherwise addressed in the manual and that the update has sufficient 

information to be considered by the Board; (3) Vice President submits the draft version to the board for 

review/comment; (4) Vice President submits the updated draft version to APWA National for 

review/comment; (5) “final” version with input from National is brought back to the Board for 

confirmation; (6) update is incorporated into the Operations Manual; (7) the current President confirms 

the revisions by annotation in the Revision History signature block. 

 

A PDF version of the current manual(s) will be posted to the Chapter website under the About 

Us>Chapter and Branch Documents heading using the filename “SCAPWA <Chapter or Branch name> 



Operations Manual yyyy-mm-dd” (date of the latest revision). Versions of supporting documents will be 

posted here also. 

 

Reporting 

Redlined document will clearly indicate text to be eliminated in red, strike-through and new ext in red. 

Once the Board issues final approval of the changes, the text will be changed to match the remainder of 

the document. Update template schedule entries will be incorporated into the Operations Manual 

calendar section. 

 

Schedule 

This is the schedule for annual updates to the Operations Manual.  Immediate and dated updates should 

be submitted as far in advance as practicable, allowing sufficient time for processing by the Board. 

 

 
 

Records Management 

In general, the Chapter and Branches will follow guidelines of the Missouri State Archives Schedule. 

Individual sections of this manual may stipulate longer time frames or specify where the archives are to 

be kept. 

Strategic Plan 

The Chapter’s Strategic Plan, which reflects the short- and long-term vision of the Chapter, is closely 

related to the Operations Manual. The strategic plan is updated triennially and posted on the Chapter 

website. During the annual Business Meeting, the President will provide a synopsis of strategic plan 

progress during the previous administrative year and, when appropriate, a summary of strategic plan 

changes for the upcoming three-year cycle. 



REVISION HISTORY 
Date Reason Approved 

May 16, 2019 Manual adopted by SC Chapter Executive Committee  

June 20, 2019 Incoming President review and certification 
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Finance 
Fiscal Policy 
Statement of Purpose: Overall, APWA National sets fiscal policy for its Chapters and Branches. Chapter 
and Branch Boards may occasionally adopt specific fiscal policies, procedures or clarifications, as an 
extension of and in line with APWA National policy. Every effort will be exercised to keep Branch fiscal 
policies within the confines of Chapter policy. 

 
Overview 

It is the responsibility of the Chapter or Branch Treasurer to ensure its Executive Committee has 
adequate information upon which to consider and adopt specific finance policies. Once adopted, 
it is the responsibility of the Treasurer to administer the policies and keep the Executive 
Committee routinely apprised of progress, problems and proposed adjustments. Based on 
individual initiate or at the request of the Executive Committee, the President will from time to 
time establish a Finance Committee (see investment strategy – page 4) to review current fiscal 
policies or develop recommended changes to the current fiscal policy. This committee will be 
composed of the current Treasurer, the most recent available past Treasurer and one other 
member determined by the task(s) assigned to the committee. The President will task the 
committee and set the schedule for completion. 
 
Procedure/Policy/Practice 

Chapter and Branch Meetings 
o The Chapter Treasurer will convene a meeting of all Branch Treasurers, Branch and 

Chapter audit chairs to immediately follow the Chapter board meeting each January or 
during the first month of the Branches’ administrative year. 

 To facilitate this meeting, each Branch Treasurer will provide their contact 
information (name, phone number and email address) as well as that for their 
Branch audit chair to the Chapter Treasurer prior to each January or during the 
month preceding the beginning of the Branch’s administrative year. 

o The standing core agenda for this meeting will include review and discussion of the 
general financial responsibilities and coordination of activities by the Chapter and 
Branches. 

o Other meetings may be arranged by the Chapter Treasurer using the most convenient 
form of communication as deemed necessary to address new issues, unusual activities, 
or matters of shared interest or fiscal impact. 

o The Chapter Treasurer is responsible for preparing agendas and documenting all 
meetings. The results of each meeting will be reported to Chapter and Branch boards by 
their respective Treasurer at their next regularly scheduled meeting. 
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Financial Reports and Audits 
o The Chapter Treasurer is responsible for submitting complete consolidated 

Chapter/Branch financial reports to APWA National on time. 
o Chapter and Branch financials will be audited annually and accepted by the Chapter or 

Branch Board prior to inclusion in the annual consolidated report to APWA National. 
 Branch Presidents will provide the Chapter Treasurer confirmation via email of 

the date of the Board acceptance of the audited financials. 
o Based on the timeliness of information provided by APWA National, the Chapter 

Treasurer will provide sufficient notice to the Branch Treasurers, with copies to the 
respective audit chairs and Branch Presidents, of finance reporting deadlines. 

o As every effort to maximize the time available to Branches will be included in the 
reporting deadlines, extensions will not be available. 

o Information provided by the Branches must clearly indicate estimated, partially or 
completely unavailable or otherwise compromised data. 

o Failure of a Branch to submit complete, audited and timely information as required by 
the Chapter to complete APWA National or Chapter reports may result in forfeiture of 
any and all rebates from the Chapter from the month in which the information was due 
until the month following its submittal. This does not affect reimbursements authorized 
by the Chapter unless otherwise directed by the Chapter board. 

o In addition to audit requirements established by APWA National, the Chapter may 
require additional audit findings to document compliance with APWA regulations and 
guidelines. 

 
Event Planning 

o Planned activities by Branches must be reported to the Chapter board at a regularly 
scheduled Chapter board meeting at the earliest opportunity but no less than one 
month prior to the event. Approved events must be posted on the Chapter website no 
less than 10 calendar days in advance of the event to ensure coverage under APWA 
National insurance.  

 Refer to the Insurance Primer in the online Chapter Leader Resource library for 
information on which events will be covered by APWA National insurance and 
events that may require the Chapter or Branch to self-insure. 

o The Chapter Treasurer is responsible for ensuring that the Chapter and Branches are 
made aware of regulations and guidelines designed to protect and meet insurance 
requirements of APWA National and the Chapter. 

 

Annual budget workshop 
o During the April Executive Committee meeting, the Treasurer will hold a budget 

workshop for the upcoming fiscal year. Conference chairs and any other parties that 
have a need to request funding in the upcoming fiscal year should attend. 

 

Debit Card 

The Chapter or Branch may elect to obtain and use a debit card from the financial institution 

holding its checking account to streamline transactions. Use of debit cards as an ATM card or to 

otherwise obtain cash is strictly prohibited. Always use checks in lieu of cash on behalf of the 

Chapter or Branch in order to maintain an accurate record of expenditures. 
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Credit Card 

The Executive Committee must approve acquisition of a credit card for the Chapter or Branch in 

advance. The Treasurer should have ready access to a copy of the board meeting minutes 

authorizing a credit card. Card limits will be set at no more than 50% of the Chapter or Branch’s 

annual average holdings or $30,000 whichever is less. Credit card transactions are to be 

considered in the same light as debit cards, i.e. total transactions cannot exceed end-of-month 

projected account balance less reserve. Cash withdrawals using a Chapter or Branch credit card 

are strictly prohibited. Monthly credit card payments must meet or exceed the monthly 

statement balance so no finance charges are incurred. 

Bad Debt 

Multiple documented attempts must be undertaken to collect outstanding accounts receivable 

before they are classified as a bad debt. After a good faith effort has been exhausted, the 

receivable(s) may be considered a bad debt. The Executive Committee must be kept informed 

throughout the process, which should not exceed three consecutive calendar months after 

notice. Entities incurring a bad debt must be required to make good on the outstanding debt 

prior to participation in future Chapter or Branch events. The Treasurer will maintain a list of 

bad debt entities and provide the list to future event organizers. 

Reserve 

The Chapter and Branches will maintain an unrestricted and undesignated liquid reserve equal 

to 35% of their annual budgeted revenues or the total expected cancellation cost of its most 

expensive programmed undertaking for the fiscal year, whichever is greater. 

Chapter dues 

At its July 29 2014 Executive Committee meeting, the Chapter stipulated that Chapter dues be 

rebated to the Branch in which the member is registered. The Chapter Treasurer is responsible 

for disbursement of Chapter dues to the Branches when received from APWA National. The 

current membership roster from the online APWA Chapter Leaders Resource library is used to 

determine which Branch to which a member belongs. In the case of a blank Branch field, the 

mailing address of the member is used to determine Branch and the Treasurer will email APWA 

member services to update the Branch field. 

Reporting 

In addition to reporting requirements spelled out in the Bylaws, the Treasurer will provide the 

Executive Committee with specialized reports as or on a schedule determined by the Board. 

Other sections in this manual may contain financial reporting requirements, which are the 

responsibility of the Treasurer. 
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Event Planning 

The role of the Treasurer in event planning: 

  assist the event team with budget development 

 process accounts payable and receivable for the event 

 provide timely and concise event reports 

 assist with contract review 

 ensure insurance requirements are met and advise event team of any issues 

 collect and retain original event waivers, stored on the Chapter’s portable drives, for 

three years the discard 

 

Records Management 

Chapter and Branch Treasurers update financial institution signature cards within the first 

quarter of each administrative year and as necessary to maintain the depth of signatories 

determined by APWA National. Branch Treasurers will advise the Chapter Treasurer of the 

Chapter Executive Committee member on their institution’s signature form. Chapter and 

Branches should notify vendors to update mailing info for new Treasurers. 

Investment Strategy 
This section describes the Chapter’s current investment strategy. Branches may elect to adopt a slightly 

different approach, perhaps adjusted for scale, but the fundamental strategies should be similar. 

  

Procedure/Policy/Practice 

The Chapter’s investment strategy includes short- and long-term investments. The Treasurer will 

work closely with the broker(s) to monitor Chapter investments to ensure that the investment 

strategy is followed so that the financial needs of the Chapter can be met.  Current capital 

financial needs identified by the Chapter leadership are: 

 Annual Conference 

 Chapter Scholarships 

 Member Training 

Each of the current needs fall into a short-term timeframe. Under normal conditions unless 

modified by the Executive Committee, the Treasurer will keep an operating balance of $40K in a 

cash/money market option to cover immediate Chapter needs. Approximately two months after 

the close of the Chapter’s annual conference – to allow time for resolution of all outstanding 

transactions – the Treasurer will transfer funds in excess of $40K to its investment account. 

No more than quinquennially, the President will form a Finance Committee to review its 

investment strategy and brokerage offerings against current and projected market conditions 

and offerings. Guidance from the Executive Committee concerning future initiatives is a critical 

component of this effort.
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Travel Policy 
Statement of Purpose: The Chapter or Branch may authorize or be required to authorize travel to 

support the goals of the Chapter or Branch.  

 

Overview 
It is the policy of the American Public Works Association, South Carolina Chapter, to prepay or reimburse 

travelers for reasonable and necessary expenses incurred in connection with approved travel on behalf 

of the Chapter. In all cases, travelers should incur the lowest reasonable expenses. If a situation arises 

that is not specifically covered in this travel policy then the most conservative course of action should be 

taken. The Chapter or Branch Executive Committee will make the final determination of what 

constitutes reasonable travel expenses based on this policy, guidance from APWA National and 

applicable U.S. Treasury Department/IRS guidelines. 

 

Procedure/Policy/Practice 
The annual travel budget should include adequate funding for all anticipated travel during the upcoming 

fiscal year. The Chapter travel budget is generally undesignated, but with the approval of the Executive 

Committee travel funds may be appropriated and designated for a specific purpose. 

Unless specifically reserved and except in rare exceptions, travelers must submit a request to the 

Chapter Board at its scheduled meeting no less than one month in advance of travel date(s). In the rare 

happenstance where travel benefiting the Chapter become known at the “last minute”, travelers may 

submit a request to the President via email along with a reasonable explanation for the short notice. The 

President will then seek prompt approval from the remaining Board members. Under no circumstances 

is travel funding available without prior approval of the Chapter Board. Travelers are responsible for 

making their own travel arrangements. Travelers should verify that planned travel is eligible for 

reimbursement or prepay by the Chapter prior to making travel arrangements. The Chapter is not 

responsible for travel arrangement made without Board approval. Travelers should seek clarification 

from the Board to confirm expenses are reimbursable before committing agency or personal funds.  

  

In cases where travel beyond the scope of the Chapter-approved travel is undertaken, such as personal 

sight-seeing trips, any cost variance in airfare, car rental or lodging must be clearly delineated on the 

submitted reimbursement or prepay documentation. The Chapter will not prepay any personal expenses 

with the intention of being “repaid” at a later time, nor will any personal expenses be reimbursed. 

 

Travel requests must be specific, inclusive and include: 

a) Name(s) of the traveler(s) 
b) Reason for travel (be specific) 
c) Event from-to dates 
d) Travel from-to dates 
e) Destination(s) 
f) Conference or event registration fees 
g) Method(s) of travel and expected costs. Chapter will only cover round-trip transportation if 

more than 25 miles. Method of travel should reflect the lowest overall cost for the Chapter. 
a. Airfare – include ticket cost (economy, coach or comparable class), baggage expenses 

(limit two bags unless exception is pre-approved by the Chapter), shuttle and/or parking 
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fees (surface/economy or long-term rates), etc. Airfare is the preferred method of travel 
if ground transportation is expected to take more than 4 hours. Reimbursement will not 
be made for special accommodations unless required under ADA. 

b. POV or agency vehicle – indicate either reimbursement for mileage at IRS rate or fuel 
reimbursement estimate (the lowest expected total cost will be considered). Include a 
travel map indicating the route with round-trip mileage estimate. It is the traveler’s 
responsibility to ensure adequate insurance requirements for business travel are met 
(APWA minimums $100K per person, $300K per accident, $100K property damage). 
Insurance costs are not reimbursable. 

c. Rental vehicle – indicate expected costs and reasoning for rental vehicle. Travelers must 
use the most economical vehicle available and should meet all requirements to obtain 
the lowest cost possible, such as returning vehicle with a full tank of gas if required in 
lieu of “prepaid fuel” option. Rental car insurance should be taken for duration of 
vehicle use while on Chapter business and should include collision/loss-damage and 
liability coverage. Additional insurance coverages are not reimbursable. Documentation 
must clearly show the points and dates of origination and return. As stated above, only 
rental costs – including fueling and insurance – for the purposes of approved travel will 
be eligible for payment. 

d. Taxi, bus, shuttle, ride-sourcing options such as Lyft, Uber or similar private or corporate 
hired auto services, metro, subway, ferry or other means of local travel – include cost 
estimate(s). 

e. Parking fees (other than for park-and-fly which is included under item (a) above), tolls, 
etc. 

f. Other travel requirements – be specific and inclusive; provide expected costs for other 
travel requirements. 

h) Ancillary expenses 
a. Lodging – include location, room rate, number of nights, taxes, parking costs, valet 

service (only if required by the establishment – indicate if expense is for bellhop, 
concierge or parking; include tips), ADA or similar accommodations billed separately and 
other fees. Be specific and inclusive. If travel distance or event start/stop times preclude 
same day travel, indicate that an additional room night before and/or after the event is 
necessary. 

i. reward points for lodging expenses borne by the Chapter or Branch through 
prepay or reimbursement will be retained by the Chapter or Branch and used at 
the Chapter or Branch’s discretion to alleviate costs for future approved Chapter 
or Branch travel. 

b. Event activities if not included in the registration fee and necessary for the business 
travel. Be specific. 

c. Allowance for meals not provided at lodging, event, by travel carrier or required for 
extended travel times. Include taxes and gratuity. Limit is $100/day with a per-meal 
maximum of $50. These limits are not to be construed as encouragement to expend the 
full amount. Travelers are expected to be good stewards of the Chapter’s finances. The 
Chapter may require medical documentation if costs are expected to be elevated for 
special dietary requests. 

d. Compensation for approved expenses of others 
e. Other expenses such as tipping, reasonable and necessary use of business center 

facilities for faxing, photocopies, internet access, data ports and/or business telephone 
calls. The costs associated with personal expenses are the responsibility of the traveler. 
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f. Costs associated with international travel such as visa, passport and immunizations may 
be reimbursable if approved by the Board. 

i) Cash advancements may be authorized to prevent undue personal financial hardship on the 
traveler, if requested. In this case, monies advanced will not exceed 90% of the expected out-of-
pocket outlay and the Chapter will endeavor to prepay as many expenses as practicable. Unused 
cash as evidenced by travel documentation is to be returned to the Chapter along with other 
travel documents. 
 

In the event of claims for personal or vehicle damage, traveler must submit documentation in the 

form of a police report, medical summary, or other documentation appropriate to the claim. 

 

Documentation to support travel expenses or reimbursement must be forwarded to the Treasurer 

within two weeks of return. Original itemized receipts, cancelled checks or credit card receipts are 

acceptable documentation provided they can be clearly shown to be associated with the approved 

business travel and are sufficiently descriptive to document the expenditure. Reimbursement will be 

limited to the actual expenses incurred and are payable to the entity incurring the expense as indicated 

on the travel documentation. Reimbursement requests received more than 60 days after return will not 

be honored as they do not meet the IRS Accountable Plan guidelines. 

 

Non-reimbursable expenses: 

a) Airline club memberships. 
b) Airline upgrades, seat changes, “early bird” or similar priority check-in options. 
c) Personal choice flight change fees (include justification for fees beyond the traveler’s control) 
d) Business class for domestic flights or first class for all flights. 
e) Rental of GPS, additional drivers, or other elective add-ons for POV or rental vehicles. 
f) Parking, speeding or other vehicle related fines. 
g) Damage to personal vehicle. 
h) Alcoholic beverages except when consumed as part of a personal dinner meal, approved group 

dinner meal or event. Travelers are required to submit an Adult/Waiver release prior to travel 
where alcoholic beverages are expected to be served with meals. 

i) Personal meals in lieu of a group or provided meal. 
j) Flowers and/or gifts not expressly approved in advance by the Chapter. 
k) Theft/loss of personal property. 
l) Credit, debit and charge card fees including annual fees and interest charges. Convenience fees 

may be reimbursable if traveler documents that no other option was available. 
m) Child care, babysitting, house-sitting, or pet-sitting/kennel charges. 
n) Commuting between home and the embark location. 
o) Costs associated with traveler’s failure to cancel travel or hotel reservations in a timely fashion. 
p) Evening or formal wear expenses. 
q) Haircuts or personal grooming. 
r) Laundry and dry cleaning. 
s) Passports, vaccinations and visas when not required as a specific and necessary condition of the 

travel assignment. 
t) Personal entertainment expenses, including in-flight movies, wi-fi, headsets, health club facilities 

and club fees, hotel pay-per-view movies, in-theater movies, newspapers, tourist attraction or 
other entertainment venue admission fees, social activities and related incidental costs. 

u) In-room meal surcharge, in-room amenities (alcohol, other surcharged items),  
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v) Travel accident insurance premiums or purchase of additional travel insurance. 
w) Expenses for travel companions, spouses or other family members without a bona-fide pre-

approved purpose for engaging in the business travel. As noted above, the Chapter will not 
“float” such expenses for reimbursement later. 

x) Other expenses not directly related to the business travel. 
 

Exceptions to meet ADA requirements may require supporting documentation from a licensed medical 

professional at the Chapter’s discretion. 
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Public Profile 
Statement of Purpose: All of us, whether we are members, association leaders or staff are responsible 

for preserving and protecting the APWA brand. The guidelines in this Public Profile section serve as a 

resource on how to fulfill those responsibilities. 

Overview 
The APWA brand represents what we do and who we are, but in a world where so many associations 

compete for the same audience, the brand also symbolizes how members and constituents experience 

what we do. Every interaction we have on behalf of APWA is an opportunity to reinforce the value and 

influence of APWA on the public works community. Likewise, each interaction has the potential to 

weaken our brand equity. One element of brand consistency requires that all aspects of our association 

be aligned with the brand. Every leader and staff member of APWA must be committed to providing a 

consistent, quality message in transactions, symbolized by our consistent brand—a brand that triggers 

recognition and loyalty from those who see it.  

The Public Relations Chair is responsible for the chapter’s website, social media accounts and newsletter. 
Social media posts should occur at least once a week and newsletters should be sent out at least once a 
month. The Chair is also responsible for reviewing any printed materials that the Chapter or Branches 
produce.  

Procedure/Policy/Practice 
Logos 
The logo is the graphic symbol that is easily recognizable and represents the elements of the 

brand personality. Logos for the American Public Works Association, Chapters and Branches are 

subject to change on occasion. 

Please refer to the "Logo Do's and Don'ts" page for guidelines when placing a logo. APWA/CPWA 

logos can only be used in conjunction with promotion of events, sponsorship, participation or 

active APWA/CPWA membership. Any misuse or misrepresentation is considered copyright 

infringement. 

APWA National offers creative and marketing services at no-cost to the Chapter and Branches. 

National will assist with any requested new Branch logos or redesign of existing logos. Any 

alteration of currently approved Chapter and Branch logos will be considered copyright 

infringement.  

If there are questions in regard to Logo/Brand Usage, please contact the APWA Marketing 

Department at 800-848-APWA or email to brand@apwa.net. 

APWA Brand Tagline: 
Your Comprehensive Public Works Resource 

In today’s fast-paced, competitive environment, communicating at the first point of contact who 

APWA is and what it does is extremely important. Our tag line serves to clarify or enhance the 

emotional and functional benefits of our brand to our members and constituents. It resonates 

the essence of our brand; it reinforces our promise; it represents our brand personality. It is who 

we are in a few words. 

mailto:brand@apwa.net
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Brand Position 
The APWA Brand Personality 

Brands, like people, have personalities, and those personalities are designed to evoke particular 

feelings in people. Some brands represent fun; some trigger excitement. Other brands have a 

more serious nature, and still others exemplify prestige and honor. APWA has built its 

reputation through many years of professional excellence, and we will continue to base our 

brand on that tradition. In all transactions with and on behalf of the public works community, 

APWA strives to be... 

 Respected - esteemed; honored; regarded and appreciated for worth  

 Professional - expert in our work 

 Innovative - capable of introducing new ideas and methods 

 Forward thinking- well-developed and progressive 

 Resourceful- skilled or ingenious in meeting any situation 

 Diverse- fostering a climate in which varied interests and multiple distinctions 

can flourish 

 Influential- to have an effect on the actions or thoughts of others 

 Contemporary- modern in our approach 

The APWA Brand Essence 

The essence of our APWA brand is a description of our mission and purpose. It embodies who 

we are, why we are here, and what we promise to the public works community. More than 

anything, APWA is the solutions network for public works professionals. Whether it is providing 

a solution for an everyday chore such as cleaning catch basins or for the more complicated, 

technical task of constructing a road, APWA is determined to be the first place public works 

professions turn to for help. 

The APWA Brand Promise 

APWA is the only source of solutions for all aspects of public infrastructure and services for 

public works professionals. 

There’s no doubt about it—there is an association for everything, and there are many that are 

public works-related. In a world where competition is so high, APWA must differentiate itself 

from all the others. Why does a person need APWA? What do we offer that no one else does? 

Many organizations provide bits and pieces of solutions that make up public works, but we take 

pride in representing all of the various aspects of public works. No other group can make that 

claim. The people we serve wear many hats and fulfill many functions in the public works 

community—that’s what distinguishes APWA from all others! 

Colors and Typography 

To keep with brand consistency and image identity, APWA has a policy for approved colors and 

typography. The full policy can be found in the “Colors and Typography” attachment. Any 

variation from this policy is not acceptable. 

National Guidelines 
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Additional information from APWA National is available online (requires a free APWA account). 

 

Printed Materials  
All printed materials should have the official SC Chapter or Branch logo on the materials. All printed 

materials should be reviewed by the Public Relations Chair for accuracy and brand consistency.  

Official letterhead is referenced in the appendices.  

Profiles, Platforms and Passwords 
The South Carolina Chapter of APWA has a public profile on several social media platforms and hosts a 

website. To keep with current communication and technology trends or as directed or recommended by 

APWA National, the Public Relations Chair or Chapter may elect to expand the Chapter’s online presence 

or scale back the number of profiles it maintains.  

Profiles shall remain in the Chapter’s possession at scapwa.info@gmail.com, not individual members. 

The Chapter and/or Branch will be given full access and authority to any SCAPWA profile linked to a 

member’s personal profile. 

An encrypted master list of Chapter passwords is kept on the portable hard drives used for Chapter 

archives. The master password will be distributed to Chapter Executive Committee or other Chapter 

members at the direction of the Chapter President. The master password will be changed at the 

direction of the Chapter President when it is deemed prudent to do so. 

The SC Chapter currently uses the following platforms:  

o Facebook (https://www.facebook.com/APWASC) 

o Twitter (https://twitter.com/APWASC) 

o LinkedIn 

o Instagram (https://www.instagram.com/scapwa) 

o HootSuite 

o Wufoo- used for conference abstract submittals 

o Gmail- point of contact for the Chapter 

o MailChimp- e-newsletter service with templates and logos 

 

Website 
The Chapter website is hosted by APWA National. Website editors and permissions should be limited. 

There should be two webmasters that have access and editing capabilities for the entire website.  

The Conference Chair or their designee should have permissions to create, edit and monitor registration, 

sponsorships and conference pages.  

Other chairs can request permissions to create and edit pages related to their area. These requests 

should be reviewed by the webmasters, Public Relations Chair and Chapter President. 

The Public Relations Chair will post Executive Committee members to the website within a week of 

Branches can request to have one editor with instruction to edit their respective pages only. 

https://www.apwa.net/MYAPWA/Logo_Brand_Usage/MyApwa/MyAPWA-All/Logo-and-Brand-Guidelines/Brand_HOME.aspx
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Posting Content 
To maintain consistency, the Public Relations Chair is responsible for posting all content to the social 

media platforms and sending the e-newsletter. The Chair should gather content from other APWA 

members to not have the entire burden of creating, producing and posting all content.  

The Chapter Secretary is responsible for sending Chapter-wide emails that are of high importance. These 

emails should be at the request of the Executive Committee or President. Any other email request 

should be reviewed by the Public Relations Chair and/or Secretary to determine if the information can 

be shared in a newsletter versus a stand-alone email. 

Schedule 
The newsletter should be sent at a minimum of monthly. This is prepared with oversight from the Public 
Relations Chair. This keeps the Chapter updated on education opportunities and activities. This also 
creates consistency with Chapter communication and keeps the membership engaged.  
 
Social media should have posts at least once a week. Again, this helps keep followers and members 
engaged in what is happening with the Chapter.  
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Awards and Scholarship Program 
Statement of Purpose: The Awards and Scholarship Committee recognizes outstanding men and women 

who achieve a high level of excellence in the field of Public Works. Additionally, the program  

acknowledges outstanding projects designed and constructed by public works individuals.  Scholarships 

are awarded by a competitive process to students or public works professionals interested in expanding 

their knowledge in a technical field. This committee is a strong advocate of membership participation in 

other career advancement and enhancement programs such as the APWA Emerging Leader Academy. 

Overview 
The Awards and Scholarship Committee is comprised of one chairperson and three or more individuals 

who volunteer for this committee. The Awards and Scholarship Committee chair has the responsibility 

of creating a selection committee comprised of impartial judges to review applications.  

Procedure/Policy/Practice 
Responsibilities of the Awards and Scholarship Committee: 

 Annual State Chapter Awards: 

o Work with Chapter Website Administrator to post announcement of Call for Nominations 

for Awards in December of each year. 

o Determine with the SCAPWA Executive Committee (the Board) categories for Project of 

the Year awards. Currently, the State awards categories for Project of the Year are:  
1. Structures/Historical Restoration―to include public structure preservation/rehabilitation or adaptive 

reuse of municipal buildings, parks, etc. 
2. Transportation―to include roads, bridges, mass transit, etc. 
3. Environment―to include treatment and recycling facilities, landfill reclamation projects, sewer 

projects, etc. 
4. Disaster or Emergency Construction/Repair 

o Receive submittals by early April of each year. 

o Recommend to the Board the recipients of the awards for that year. 

o Notify nominators of the awards recipients and have the winners prepared to accept 

awards at the annual state conference. 

o Order awards for presentation to winners at the annual conference. Include plaque for 

incoming President to present to current President at the Passing of the Gavel ceremony. 

o Work with the Chapter Secretary to place award winners in Chapter newsletter after 

awards presentation. 

o Work with the Chapter Website Administrator to post winners on the Chapter’s website 

for three months. 

o Coordinate with State winners and APWA leadership to compile Chapter backed 

nominations for National award submissions as warranted. All previous year award 

winners for the Chapter will have first right to Chapter sponsorship(s) in their respective 

categories.  

 PACE National Award 

o Due to national in June of each year for the previous calendar year. 

o Review previous year’s submittal and work with Chapter Leaders to obtain required 

information to include in PACE application. 
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o Send notification to Chapter and Branch leaders by mid-April requesting information to 

include in the PACE application. 

o Finalize  application requirements and upload documents via National APWA Awards 

Submission website. 

 Scholarship 

o Work with Website Administrator to post announcement of Call for Applicants in 

December of each year. 

o Receive submittals by early March of each year. 

o Review submittals and recommend to the Board the recipients of the awards for that 

year. 

o Notify all applicants by May of each year. Obtain information of student and financial 

office to send check directly to the academic institution. 

 Other Responsibilities: 

o Encourage participation in programs such as the Emerging Leader Academy. 

 SCAPWA will fund registration to the next PWX for up to three ELA graduates 

subject to budget availability. 

o Participate in annual Chapter budget preparation to ensure sufficient funds are allocated 

for the awards and scholarship committee’s fiscal year programs. 

o Work with Branches to submit at least two national awards each year endorsed by the 

State Chapter. 

o Listen to webcasts concerning awards and scholarships. 

o Continuously seek additional opportunities for the Chapter to recognize and support 

worthy endeavors in the field of Public Works. 

Records 
Records of previous year recipients will be retained for three years, then discarded. Annually, these 

records will be added to the Chapter’s portable hard drives.  

Reporting 
The Awards and Scholarship Committee will report to the Board with nominations for both scholarships 

and awards as well as the recommended results annually per schedule. 

Schedule 
 

Date Item Notes 

Mid December 

Call for Nominations for Annual 

Awards and Call for 

Nominations of Scholarship 

Applicants 

Work with Web Administrator to post 

announcement on Chapter Website 

Work with Chapter Secretary to announce in 

Chapter Newsletter 

January PACE Award 

Start pulling together previous calendar year 

education, events, pictures, etc. to be 

included in PACE award submission 

Early March Receive Scholarship Applications 
Review Scholarship applications with 

Committee Members 
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Date Item Notes 

Early April Receive Award Nominations 
Review Award Nominations with Committee 

Members 

Early May 

Recommend to Board 

Scholarship and Award 

Recipients 

Bring recommendations to Board for 

approval 

May 
Notify Scholarship and Awards 

Recipients of Selected winners 
 

June PACE Award Submission 
Upload PACE Award submission to National 

APWA along with Chapter Best Practices 

June 
Present awards to awards 

recipients 

Usually during Chapter Business Meeting at 

Annual Conference 

June Contact Scholarship recipients 

Work with Chapter Treasurer to mail letter 

and check to academic institution on behalf 

of recipient 

 

Backhoe Roadeo 
Chapter backhoe roadeo committee 

The Chapter’s backhoe roadeo committee is charged with establishing and maintaining a standard 

format for the Chapter and Branches. The committee is chaired by the Chapter backhoe roadeo 

chair and includes the Branch roadeo chairs and any other members who volunteer to be a member 

of this committee. The Chapter’s backhoe roadeo committee will: 

o maintain the Chapter’s Backhoe Roadeo Manual which 
o sets the standard criteria for trophies 
o sets the standards for roadeo competitions 

o annually arrange for a single roadeo sponsor for Branch and Chapter roadeo events, 
ensuring that all available sponsors are given an equal opportunity to participate and that 
the same sponsor is not arranged in consecutive years. The Chapter Roadeo chair will 
provide an annual summary to the Executive Committee, then the committee will arrange 
with the sponsor on behalf of the Chapter and all Branches: 

o delivery of backhoes to Branch and Chapter events 
o delivery of metal die-cast backhoes to be affixed to trophies 
o delivery of apparel for distribution to backhoe roadeo events 
o cash sponsorship of Chapter Conference family dinner and stipend toward PWX 

attendance for Chapter roadeo winners 
o working with the Branch roadeo chairs, provide a schedule of events to the sponsor 

o purchase trophies, affix metal die-cast backhoes provided by the annual sponsor and deliver 
to the Branches at a Chapter Executive Committee meeting 

o assist Branch Roadeo committees as requested with operation of their roadeo event(s) 

 

Branch backhoe roadeo committee 
 The Branch backhoe roadeo committees are charged with coordinating Branch roadeos. 
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Schedule 
 

Date Item Notes 

March 
Begin Sponsor 

Outreach 

Chapter backhoe roadeo chair presents 

program to the Chapter Executive Committee 

Upon approval of the Executive Committee, 

seek and arrange sponsorship for current 

year’s events 

May Branch Roadeos  

June Chapter Roadeo  

Late August / early 

September 
National Roadeo  
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Succession Plan 
Statement of Purpose: The future success of SC APWA is incumbent upon the identification, 

engagement, development, and retention of the very best leaders to serve the organization. The 

following succession plan includes information relevant to the Membership Committee, the 

Nominating Committee, and Executive Committee.  

Guidelines and Recommendations for Succession Planning 

• The development and expansion of Chapter Branches is a key component of succession 

planning. Expansion of Chapter Branches to new regions of the state is essential in the 

development of leaders that can guide the organization and guarantee long-term 

sustainability. 

• When possible, nominees for Chapter leadership (Officers and Directors) should come from a 

roster of candidates that have distinguished themselves in leadership at the Chapter Branch 

level. This approach will ensure that future Chapter leaders will be familiar with APWA as an 

organization and will have demonstrated the dedication and skills necessary to be successful. 

• A balance of new and experienced leaders should be maintained on the Chapter Board to provide 

continuity and provide a forum of energy, ideas, experience, and solid counsel to guide the 

Chapter going forward. 

• The Chapter should maintain a dedicated approach to the rotation of Officers and Directors to 

allow ample opportunities for new leadership and avoid members who become "perpetual" 

members of the board. Experience and continuity can be maintained through service on 

committees and in advisory roles as determined by the Chapter Board. 

• Maximize leadership development opportunities available through service on Chapter 

committees, particularly at the Committee Chair and Vice Chair level. Serious consideration 

should be given by the Chapter Board when filling these positions. This is an excellent 

opportunity to engage candidates that can provide leadership in specific areas related to the 

mission, vision, and goals of the Chapter and APWA. 

• Provide continued strong support for the Emerging Leaders Academy (ELA). Consider utilizing 

Academy alumni to actively promote the ELA and recruit future leaders for the Academy. 

• Commit to the engagement of members as they close their careers in the public works field and 

enter retirement. There is a wealth of professional knowledge and relationships in this 

community that can continue to benefit SC APWA. Explore opportunities for these "emeritus 

members" to be viable contributors to the Chapter. 
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New Executive Committee Member Orientation 
At the first Chapter or Branch executive committee meeting following annual elections, the two 

directors serving 1-year terms will lead an orientation for new executive committee members, which all 

executive committee members should attend. The purpose of this meeting will be to inform new 

executive committee members of their responsibilities to the organization and provide an overview of 

all components of SC APWA operation. The following materials should be discussed at the meeting or 

provided to all new executive committee members:  

 Introduction of new and experienced Board members 

 Brief overview of organization, history, programs and services 

 Board annual report with financial statements 

 By-Laws 

 Operations Manual (with particular attention to the Executive Committee section) 

 Education and Credentialing information 

 State Conference information and Government Affairs updates 

 Special policy statement and procedures 

 List of all Board members’ names, addresses, phone numbers and terms of office 

 List of committees with chairperson identified. If committees have regular meeting 

times and places, these are included. 

 Minutes from most recent Board meeting 

 Brief explanation of upcoming significant Board decisions, Chapter events and 

conference information 

Schedule 
The Succession Plan will be used throughout the year as new Chapter and Branch leadership is identified 

and engaged. 

 
Date Item Notes 

July 

Host Orientation 

Meeting for New 

Executive Committee 

Members 

This meeting will occur as part of Executive 

Committee Meeting 
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Executive Committee 
In addition to the duties of Executive Committee members as spelled out in the Bylaws, the following 

responsibilities are incumbent on each position: 

Position Responsibilities 

President • Manage the affairs of the Chapter. 
• Establish the agenda and serve as presiding officer over Chapter and Executive 

Committee meetings. 
• Ensure that all meetings of the Chapter, including those of the Executive Committee, 

are not called with less than five days’ notice. 
• Prepare a President’s Report for periodic newsletters and the annual conference flyer. 
• Preside at the annual APWA Public Works Expo (PWX) Chapter Dinner. 
• Invite city, state, national and international dignitaries to Chapter events. 
• Draft and send letters of response from the Chapter on various issues. 
• Transfer the Chapter gavel to the incoming President during the annual SCAPWA 

conference. 
• Appoint or re-appoint committee chairs at a special business meeting following the 

close of the annual SCAPWA conference and throughout the administrative year. 

President-
Elect 

• Serve as the conference program chair coordinating preparations for the next three 
annual SCAPWA conferences. 

• Be responsible for arranging a Master of Ceremonies to administer the oath of office to 
the incoming Executive Committee at annual SCAPWA conference business meeting. 

• Coordinate Chapter dinner at upcoming PWX. 

Vice 
President 

• Serve as a member of the Education Committee (page 24). 
• Maintain the Operations Manual (page Error! Bookmark not defined.). 

Immediate 
Past 
President 

• Attend Executive Committee meetings to serve as a liaison to past activities. 
• Chair the Nominating Committee (page 31). 
• Chair the Past President’s Advisory Council (page 33). 
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Position Responsibilities 

Secretary • Keep the minutes of all Chapter meetings 
• Maintain all official Chapter records, including minutes, newsletters, agendas, and other 

official correspondence. 
• Complete and promptly submit monthly reports to the President and Chapter members. 
• Assist President with drafting correspondence to Chapter members and sending out 

emails. 
• Prior to monthly meeting: 
    Send out meeting invites via email with location and call-in information. 
    Create agenda with assistance from President. 
       draft minutes from previous meeting, approved by the President 
       Treasurer’s report 
       Delegate’s report 
       Scan of previous meetings sign-in sheet 
    Back up all current documents on Chapters hard drive. Exchange hard drive with 

Treasurer monthly 
    Add 1 paper copy of all meeting documents to Chapter binder. 
    Print blank sign in sheet for the meeting. 
    Print copies of agenda and minutes to hand out at meeting. 
• During meetings: 
    Assist President with keeping the meeting organized and on track. 
    Take accurate minutes for recording purposes. 
• Other duties: 
    Be responsible for Chapter communication. 
    Prepare and submit to APWA such reports as may be required.  
    Serve on the Communication Committee.  
    Notify the APWA Executive Director and the APWA Regional Director of the Chapter's 

representatives on or before April 30 each year.  

Treasurer • The Chapter Treasurer oversees the financial activities of the Chapter and Branches. 
• Coordinate signature card updates at the start of each administrative year for financial 

institutions maintaining Chapter and Branch funds in compliance with APWA National 
directives.  

• Ensure compliance with all APWA financial policies.  
• Coordinate with Branches to ensure accuracy of Branch financial reports and 

compliance/inclusion with APWA financial reporting deadlines.  
• Provides financial guidance for the conference committee. 
• Track receipt and use of lodging reward points. 

Directors • Be assigned to, and represent Chapter Committees as directed by the Chapter 
President.  

• In the event that a Director cannot serve, a replacement shall be selected from the 
candidates in the previous election and the person currently not serving having the 
highest vote total offered the option to be the replacement. 

 The two directors serving 1-year terms will lead an orientation session for new 
Executive Committee members (which all Executive Committee members should 
attend) during the first executive committee meeting following the annual conference. 
See Succession Planning (page 17) section for a description of this orientation. 
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Position Responsibilities 

Delegate • Act as a liaison between Chapters, their Regional Directors and the APWA Board of 
Directors in its implementation of the Association’s strategic plan; between all Chapters 
of the Association; between Chapters and their Branches; and between Chapters and 
the APWA volunteer structure. 

• Serve as an information source and point of contact at local, regional, and national 
levels while identifying dedicated and committed members for promotion and active 
participation within the Association. 

• Attend and participate as a member of the Chapter Executive Committee with voting 
privileges. 

• Have an active interest in local, regional and national affairs. 
• Have experience in the Chapter volunteer structure. 
• Prepare and submit Chapter Activity Report to National. 

Alternate 
Delegate 

 • Perform the duties of the Delegate when and where the delegate is unavailable or 
otherwise unable to execute their responsibilities 
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Committees 
The primary function of a Committee is to contribute to the efficient operation of the Chapter or Branch. 

In most cases, Committees are concerned with communicating information and assisting Chapter 

leaders in the decision-making process. The findings of a Committee have a direct impact on the 

decisions made by the Executive Committee. Committee work can directly influence the direction of the 

Chapter or Branch. Committee Chairs shall be responsible for monitoring and regularly reporting 

Subcommittee activities to the Executive Committee.  

Committee Chairs  
Responsibilities of Committee Chairs are defined in relation to each specific Committee and must be 

Chapter members. The Chair’s role will normally change as the work of the Committee changes. 

However, there are general responsibilities that are common for all committee Chairs, which include:  

a. Developing and maintaining the Committee organization and structure, ensuring Chapter and 
Branch representation in Committee membership appropriate to the Committee’s mission. 

b. Scheduling meetings. 
c. Preparing and/or approving agendas. 
d. Presiding at committee meetings. 
e. Making committee and individual assignments. 
f. Reviewing and approving meeting minutes. 
g. Submitting meeting minutes to the Secretary for inclusion in the Chapter or Branch’s historical 

records. 
h. Overseeing the activities of the Committee. 
i. Preparing the Committee’s budget. 
j. Identify insurance needs for each event. 
k. Providing information for the Chapter website and newsletter before and after an event. 

 

Committee Chairs should clearly discuss expectations for the Committee with its members, the time 

commitment necessary to achieve success and execute the specific duties required during the year. Each 

Committee Chair should: 

 

a. Establish goals and schedules and monitor these throughout the year. 
b. Always begin Committee meetings on time. 
c. Conduct meetings from an agenda which has been previously distributed to Committee 

members. 
d. Briefly and clearly state the reason for the meeting at the beginning. 
e. Review the Committee’s objectives relative to the Chapter’s objectives. 
f. Ensure that Meeting Minutes are created and distributed. 
g. Report the activities of the Committee to the Executive Committee. 
h. Invite Director liaison to attend meetings. 
i. Attend Executive Committee meetings. 
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Committee Members  
The composition of each committee is specific to the needs of the Committee. Some members of each 

Committee will automatically be members because of their position as an officer of either the Chapter 

or a Branch.  

Unless otherwise noted in the Chapter Bylaws or Committee organization, Committee Chairs and 

members are appointed for one-year terms. Committee Chair appointments are made by the incoming 

President generally in April or May for the following fiscal year. While it is not necessary to have all 

Committee member appointments made by June 1, it is desirable to have Committee Chairs appointed 

in time to participate in the Chapter Strategic Planning Meeting. Incoming Committee Chairs should 

develop an activity Work 

Plan for their committee for consideration at the Executive Committee Meeting in June. Work Plans 

should be based on achieving the goals the Chapter established at the Chapter Strategic Planning 

Meeting. The Committee Chair shall submit a written report summarizing the committee activities at 

fiscal year-end.  

Committees are made up of a balance of experienced and new members. Chapter Committees include 

the following:  

Description of Committees/Subcommittees  
The following list is a summary of the current South Carolina Chapter Committees. The Chapter website 

provides a current list of Committees, Chairs and Committee members. Branches may choose to 

emulate this list. 

Committees: Audit 
Responsibilities and makeup of the Audit Committee are defined in the ByLaws. The Treasurer will 

annually provide to the audit committee chair upon request a list of members who are ineligible to serve 

on the audit committee per the bylaws. The committee will conduct at least one annual audit at fiscal 

year end. Other audits may be commissioned by the President when warranted. 
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Committees: Education 
Statement of Purpose: The Education Committee is tasked with planning, promoting, and executing 

educational content related to the public works profession for members of SC APWA.  

Overview 

The Education Committee is led by a chairperson appointed annually by the SCAPWA President. 

The committee, comprised of four or more members, includes the Chapter’s education 

committee chairperson and the education committee chairpersons from each of the Branches. 

The education committee chairperson is a member of the Chapter’s conference committee and 

is the liaison between the two committees.  

Procedure/Policy/Practice 

The responsibilities of the Education Committee: 

 Annual Conference related responsibilities: 
o Solicit and advertise for presentation proposals for the conference education sessions 
o Review abstract proposals and determine which proposals to accept 
o Set the schedule for presentations at the conference 
o Identify and assign liaisons and moderators for conference sessions 
o Train and coordinate session moderators 
o Order speaker gifts to be distributed at the conference 
o Collect data on attendance for each presentation 

 Other Responsibilities: 
o Identify education and training opportunities throughout the year and communicate 

the opportunities to our membership 
o Provide assistance to each of the Branches in developing their education programs 
o Promote the education programs developed by each of the Branches 

Records 

The education committee will retain records of educational sessions sponsored by SCAPWA, to 

include the speaker’s name and information, the subject matter of the presentation, and the 

date and time of the presentation. The committee will also maintain records, where possible, of 

the numbers of attendees at educational events, including at individual presentations held at 

the state conference. Records are kept for five years, then discarded. Annually, these records 

will be added to the Chapter’s portable hard drives.  

Reporting 

The education committee will prepare a bi-annual education report at the request of the 

Chapter Delegate, which will include a list of all education activities sponsored by the Chapter 

and/or Branches. 

The education committee will provide these reports to the Awards Committee annually at their 

request, in support of the Chapter’s PACE Award application. 

Schedule 

The committee should schedule a kick-off meeting for the development of the annual conference 
education program a minimum of eight (8) months prior to the annual conference.  Refer to the 
example schedule for development of the education program for the annual conference.   
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Date Item Notes 

Mid November 
Education committee 

meeting 

Review survey results from previous 

conference and identify any special areas to 

solicit presentations for (e.g., Job Safety 

Training Against Shootings) 

Discuss various opportunities for education 

and training to make available to our 

membership 

Early December  Call for abstracts 
Coordinate with PR Chair to post Request on 

website 

Early January  
Education committee 

meeting 
Discuss progress of abstract submittals 

Early February Abstracts due  

Mid February 
Education committee 

meeting 

Select presentations from submitted 

abstracts 

Early March Presenters Notified  

Early April 
Education committee 

meeting 

Fill any remaining gaps in presentation slots, 

assign liaisons 

Mid May 
Education committee 

meeting 
Finalize program schedule 

Early June  

Program schedule 

ready for event 

planner 

 

Mid June Annual Conference  

July thru November 
Continue monthly 

conference calls 

These conference calls will be used to discuss 

education and training opportunities beyond 

the conference  
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Committees: Membership 
Statement of Purpose: The membership committee is required by the Bylaws. It serves to promote 

sustained growth in the membership of the SC APWA Chapter and its Branches. As part of its mission, 

this committee provides important information to new members about the State and Branch APWA 

organization and their role within the organization.  In addition, the Committee implements an 

orientation process that provides new members an opportunity to better comprehend the organization, 

its mission and its programs.   

Overview 

The Membership Committee is comprised of one chairperson from the Chapter , one member 

from each Branch and one or two other members who volunteer for the membership 

committee. 

Procedure/Policy/Practice 

The following are the responsibilities of the Membership Committee: 

o Orientation Process: 

 Send welcome letters or other forms of correspondence to new members within one 

quarter of new member registration 

 Prepare orientation packets to be distributed with welcome letters and/or at 

orientation meeting 

 Host orientation meeting for new members with Branch Officers and Board members 

in attendance as part of the annual conference 

o Engage in Activities to promote increased membership in the SC APWA organization 

o Regularly track membership numbers to observe any unexpected changes in membership 

o Actively encourage membership in under-represented areas of the Branches and Chapter 

 

Records 

Membership rosters are maintained by National. 

 

Reporting 

The Membership Committee will report bi-annually to the Executive Committee. 

Schedule 

 
Date Item Notes 

June 
Host one Orientation 

Meeting 

Include orientation meeting at the Chapter’s 

Annual Conference 

 
Note:  Additional orientation meetings may be required as determined by the Board. 
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Committees: Conference 
Statement of Purpose: The Conference Committee is tasked with planning, promoting, and executing 

the Chapter’s annual conference and Chapter general business meeting. The committee also 

coordinates other conference-style events that may be adopted by the Executive Committee. 

Overview 

The conference committee and its subcommittees, chaired as indicated below for the annual 

conference, or as appointed by the committee chair for ad-hoc conferences. Specific 

responsibilities are charged to the committee by the Executive Committee as outlined below or 

included in Executive Committee meeting minutes. 

Annual Conference 

The annual conference committee is co-chaired by a member of the hosting Branch (usually the 

Branch President but determined by the Branch) and by the current Chapter President-Elect. 

Multiple annual conference committees may and will exist concurrently, since each annual 

conference will take more than one year to plan. Each annual conference committee is referred 

to by the year in which the conference will occur, e.g. “2019 conference committee.” 

Generally, each annual conference committee will include a member assigned to each 

responsibility below, but this may change year to year depending upon conference needs: 

 Advertisement 

 Audio/Visual 

 Backhoe Roadeo organization (by default this is the current backhoe roadeo chair) 

 Education (by default this is the current chair of the Chapter’s education committee) 

 Finance (by default this is the Chapter Treasurer) 

 Golf tournament 

 Logistics 

 Registration 

 Vendor participation 

 Young professionals outing 

The annual conference committee will consist primarily of members from the hosting Branch, 

with the exceptions being the current Chapter president-elect, Treasurer, education committee 

chair, and backhoe roadeo chair. It is the responsibility of the conference co-chairs to identify 

and recruit members to the annual conference committee. It is strongly recommended that 

each conference committee create a structure similar to the one include in the Appendix of this 

document, which shows the conference committee organization used in the 2017 conference in 

Charleston. 

Procedure/Policy/Practice 

The description below contains a broad structure of tasks to be completed by each annual 

conference committee. These are the core elements required in the planning of each 

conference, but these are subject to change year to year as each hosting branch adds their own 

take to the annual conference. 
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Hosting Branch: The annual conference is hosted on a rotating basis by the three Branches. 

Hosting responsibilities rotate in the order of Upstate -> Midlands -> Lowcountry. The schedule 

below lists hosting duties anticipated for the next 5 years: 

2019: Midlands 

2020: Lowcountry 

2021: Upstate 

2022: Midlands 

2023: Lowcountry 

 

Conference Budget: The program format conference budget is set annually by the SCAPWA 

Board. Funds allocated for the annual conference are unrestricted, and the conference 

committee can make line adjustments to the conference budget without seeking board approval 

so long as the total conference budget is not exceeded. The conference committee will work 

closely with the Chapter Treasurer to track conference funds. Spending authority is vested by 

default in the current conference chair. The conference chair may designate, through 

communication with the Chapter Treasurer, restricted or unrestricted spending authority for 

other committee members. 

 

Conference Date: The annual conference is to be held annually during the second half of the 

month of June, whenever possible. This is designed so that the conference will be held at a 

predictable time of the year and to avoid conflicts with a July 1st fiscal year.   

 

Conference Schedule: The annual conference committee has the freedom to arrange the 

conference schedule to suit the events that they have planned. It is recommended that, when 

possible and appropriate, the conference schedule maintain consistency with schedules of 

previous conferences to provide some predictability for repeat attendees and to simplify the 

planning process on the part of annual conference committee.  

 

Conference Registration: Registration for the annual conference is managed using the platform 

provided by APWA National. This greatly simplifies the tracking of registration payments. The 

registration pages created for previous conferences can be duplicated and then edited to 

establish each year’s conference registration. The point of contact for questions related to 

website registration is Ashley Wilson (awilson@APWA.net). 

 

In establishing registration rates for conference attendees and exhibitors, any significant pricing 

adjustments from the previous annual conference are brought to the SC APWA board of 

directors for approval.  

 

Registration rates for non-members are set $100 above registration rates for members. A one-

year membership in APWA is included for all non-member registrants unless they opt-out during 

the registration process. The SCAPWA membership chair works with APWA National to purchase 

these registrations following the annual conference. 

 

mailto:awilson@APWA.net
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For “at the door” conference, golf tournament or associated registrations a properly executed 

receipt – one copy kept by the Chapter and one to the registrant – must be completed on site to 

document receipts or promissories. 

 

Contract with Hotel and Exhibit Hall: At many venues, SCAPWA will execute one contract with a 

hotel to provide a room block and exhibit hall facilities. However, if using a convention center 

for exhibit space, these contracts may exist separately. The terms of the contracts are generally 

very negotiable. These contracts will generally include the following basic elements:  

 Rooms for attendees at discounted block rate, generally 100 rooms per night for 3 

nights of the conference. Consult room numbers from previous annual conference to 

dial in room numbers. 

 Exhibit hall space for vendors. This space should be large enough for at least 50 vendors, 

preferably 75.  

 Large presentation space. This space should have seating for approximately 300 and will 

be used for general sessions. 

 Rooms for educational sessions. This should be 3 or 4 rooms, depending on the 

educational offerings planned, with seating for approximately 60 in each room. 

 Concessions. Consult previous contracts and final bills to serve as a guide for food and 

beverage commitments. This is often a helpful negotiating point in establishing these 

contracts.  

 A/V and Decorator services. These contracts may include a requirement to use a 

preferred vendor for A/V and decorator services. If so, request a pricing list from these 

vendors before executing the contract. 

   
These contracts must be sent to APWA National for review and approved by the SC APWA board 

of directors before they can be signed.  

 

Contract with A/V Rental Service: In establishing a contract with an A/V service provider, 

consider A/V requirements for educational sessions and general sessions, as well as 

microphones for the backhoe roadeo, backhoe roadeo awards presentation, and raffle drawing. 

This contract should be negotiated and approved by the SCAPWA board of directors.  

 

Contract with Decorator: Generally, a contract with a decorator will include primarily pipe and 

drape services for the conference exhibit hall. It is SCAPWA’s policy to provide a table and 

folding chair for exhibitors with their registration. The annual conference committee may also 

choose to contract for signage to be provided for the conference, or this may be organized 

through individual orders with a print shop. 

 

Representative(s) from APWA National: The SCAPWA President will extend an invitation for the 

APWA National President, Region III director, and any other APWA National representative, as 

appropriate, to attend the conference. This invitation can be sent to Teresa Hon 

(thon@apwa.net). In this invitation, include the conference dates and any requested speaking 

engagements for the representatives. SCAPWA exempts the conference registration and covers 

the hotel cost for any of these representatives who are able to attend. Often, the hotel contract 

mailto:thon@apwa.net
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will include some number of complimentary room nights, and these should be used for APWA 

National representatives.  
 

Backhoe Roadeo: The state backhoe roadeo is held in conjunction with the annual conference. 

The Chapter’s backhoe roadeo chair will organize this event and the annual conference 

committee will work with the roadeo chair to ensure that space and scheduling requirements 

are met. 

 

Conference Survey: The annual conference committee will design and distribute a survey to all 

conference attendees following the conference. When possible, this survey should contain the 

same questions as previous surveys in order to allow for comparison of results across years. 

Brad Patterson (bpatterson@apwa.net) at APWA National can help in establishing and 

distributing this survey. 

 

Records 

During and following the conference, the annual conference committee will be responsible for 

maintaining copies of the following documents and adding these documents to the Chapter’s 

archives, stored on the portable hard drives: 

 Copies of signed contracts (hotel, exhibit hall, A/V, decorator, golf, etc.) 

 Copy of final bill from hotel/exhibit hall 

 Copy of survey distributed to conference attendees and results 

Conference records are maintained for five years, then discarded. 

Reporting 

The Chapter Treasurer, in coordination with the annual conference committee, will provide 

routine reports on annual conference budgets and fiscal activity from the date of registration 

opening until the conference accounts are settled. 

The annual conference committee will provide regular updates to the SC APWA board of 

directors as planning progresses. 

Schedule 

The schedule below is approximate. In general, these tasks should be completed as early as 
possible to ensure a smooth conference projection.  
 

Date Item Notes 

As soon as possible 
Contract with 

Hotel/Exhibit Hall 

This contract will determine the date and 

location of the annual conference. 

One year prior to conference 
Form full annual 

conference committee 
Recruit members from the hosting Branch 

February Registration Opens  

Mid June 
Advanced registration 

closes 
 

Mid to Late June Conference  

Early July Conference Survey Distribute Survey to Conference Attendees 

mailto:bpatterson@apwa.net


- Page 31 - 

Committees: Nominating 
Statement of Purpose: The Nominating Committee is required by By-Laws. The Committee is charged to 

identify, review, and prepare a slate of qualified candidates to fill open positions on the Executive Board 

and committees. 

Overview 

Specific makeup of the committee and scheduling information is outlined in the Chapter or Branch 

Bylaws. The following sections provides procedural information related to the role and responsibility of 

the Nominating Committee. 

Procedure/Policy/Practice 

The Nominating Committee shall review the qualifications of any candidate for the position for which 

they have been nominated.  The Committee shall utilize the Chapter Bylaws for the minimum 

requirements of each position.  

In the event that no submittals of qualified candidates are received, the Nominating Committee shall 

conduct an active search of the Chapter membership for qualified candidates who are interested in 

filling the open position(s). 

Records 

The proposed slate of nominated candidates shall be recorded in the meeting minutes during the final 

Chapter meeting of the current term. 

Reporting 

The Nominating Committee chair shall notify the President of the names of the committee members 

and chairs. 

The Nominating Committee shall provide, in writing, the slate of candidates and their nominated 

positions to the Chapter Secretary prior to the last Chapter meeting of the current term. 

Schedule 

The following schedule provides milestone information to guide the Nominating Committee in identifying 
qualified candidates in a timely matter.  

 
Date Item Notes 

11 Months after beginning of 

current term  

Notify Chapter or 

Branch President of 

the Committee 

member names 

 

30 Days prior to the Final 

Chapter or Branch Meeting 

Report slate of 

candidate for election 

to Chapter Board 

Final Chapter or Branch meeting is when the 

elections are held. 
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Date Item Notes 

15 Days prior to the Final 

Chapter or Branch Meeting 

Notify Chapter or 

Branch Secretary with 

the information from 

the slate of qualified 

candidates to post 

publicly on chapter 

website 

 

During the Annual Chapter 

or Branch Business Meeting 

Present the slate of 

qualified candidates 

Upon being called on by the President, notify 

the Chapter or Branch members present of 

the names and positions on the nominee 

slate.  Also, open the floor to the Chapter or 

Branch members present for any 

nominations from the floor. 

1 Minute after the Elections 

have been completed 

Sit back and 

relax…your job is done 

😉 

 

 

Committees: Audit 
Statement of Purpose: The Audit Committee is required by By-Laws. The Committee is charged to 

review the Chapter and/or Branch fiscal records for compliance with set standards and identify any 

anomalies or variances from accepted standards. 

Overview 

Specific makeup of the committee and scheduling information is outlined in the Chapter or Branch 

Bylaws. The following sections provides procedural information related to the role and responsibility of 

the Audit Committee. 

Procedure/Policy/Practice 

The Audit Committee shall review the Chapter and/or Branch financial records for the designated 

period, using the audit checklist provided by APWA National as a guide. Generally accepted accounting 

principles, applicable IRS regulations and sound reasoning govern the Audit Committee’s activities. 

The Audit Committee(s) will audit Chapter and/or Branch financial records at least annually during fiscal 

year-end reporting. The Chapter or Branch President or Executive Committee may commission 

additional audits when and as they deem necessary and appropriate. 

Records 

Audit records are a permanent part of the Chapter and/or Branch’s financial records. They are stored 

with the Treasurer’s permanent records. 

Reporting 

The Audit Chair will submit written findings to the Chapter and Branch Treasurer and the respective 

Executive Committee. The findings will be part of the annual report to APWA National. 

Schedule 

The following schedule provides milestone information to guide the Audit Committee. 
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Date Item Notes 

late May or early June 

Annual financial 

reporting documents 

received from APWA 

National 

Chapter Treasurer forwards documents to 

Branch Treasurers and audit chairs 

One week prior to Chapter 

Executive Committee 

meeting 

Audited Branch 

financials due to 

Chapter Treasurer for 

inclusion in 

consolidated report 

Chapter Treasurer will provide exact due date 

to Branch Treasurers 

July Chapter Board meeting 

Chapter board agenda 

item to approve 

consolidated report 

 

July 31 
Consolidated report 

due to APWA National 
 

 

Committees: Past Presidents Advisory Council 
The Past Presidents Advisory Council is comprised of all available previous Presidents of the Chapter or 

Branch. Its purpose is to continue providing guidance and leadership to the Chapter or Branch through 

annual discussions convened by the current Immediate Past President. Recommendations from the 

Advisory Council will be presented at an Executive Committee meeting. 

Other Committees 
Committee Description 

Advocacy The Advocacy Committee monitors local, state and federal legislation with 
relevance to public works. The Committee provides routine updates to the 
members of the Executive Committee regarding the implications of pending 
legislation decisions and fosters positive relationships with the legislative 
delegation. 

Diversity The Diversity Committee highlights the multifariousness that is at the heart of 
APWA values. Members are valued regardless of and in celebration of our 
differences. The sole governing inclusion element for SCAPWA is the 
promotion of Public Works. The National guidance for this committee can be 
found online. 

Public Relations The Public Relations Committee is responsible for maintaining the brand image 
for the SC Chapter and its Branches in accordance with the official APWA brand 
guidelines. The Chair is one of the main communicators for the chapter aside 
from the Chapter Secretary. See Public Profile (page 9) section of this manual. 
The Website Administrator is a member of the Public Relations Committee. 

Sustainability Online. 

Public Works 
Institute 

The goal of the SCAPWA Public Works Institute (PWI) is the development, 
creation and operation of a PWI within the SC Chapter. National information 
governing PWI is available online. 

http://www3.apwa.net/discover/Diversity/Diversity-Toolbox/Diversity-at-the-Chapter-Level
http://www3.apwa.net/centerforsustainability/About/Sustainability-in-Public-Works
https://www.apwa.net/MYAPWA/MyApwa/Apwa_Public/Education_and_Events/PWI/Public_Works_Institutes.aspx
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Committee Description 

Strategic Planning The Strategic Planning Committee is charged with developing the plan to chart 
the Chapter or Branch’s three-to-five year progress. This is usually 
accomplished through a Strategic Planning retreat by the Chapter and/or 
Branch Executive Committees and may include representatives from APWA 
National. The Strategic Planning Chair will summarize the plan and present it 
to the Executive Committee for adoption. 

Finance Reviews Chapter or Branch current financial position (page 1) and objectives to 
determine if changes are in the best interest of the Chapter or Branch; at least 
every five years the Finance Committee reviews its investment strategy (page 
4) and makes recommendation(s) for changes, if needed, to the Executive 
Committee 

 

Documents 
Chapter documents are maintained either in one of its social media locations (see Public Profile section 

on page 9) or on two mirrored 4TB portable hard drives that are updated and exchanged each month by 

the Chapter Secretary and Treasurer. APWA National provides documents on its website that govern the 

Chapter and Branches. Some Chapter and APWA website locations are available only to the Executive 

Committee. The following table is not an exhaustive list of all Chapter document but rather a summary 

of those most commonly used. 

Documents and Forms 
Document Location Comments 

Chapter and Branch By-Laws SCAPWA website  

Chapter letterhead SCAPWA website  

Event waiver MyAPWA  

Conference Org Chart   

Backhoe Roadeo Manual SCAPWA website  

Backhoe Roadeo sponsorship letter   

Backhoe Roadeo participation waiver MyAPWA  

Treasurer’s Report Chapter Treasurer  

Chapter Invoice Form Chapter Treasurer  

Donation Receipt Form Chapter Treasurer  

Chapter Leader Resources 
Rules Governing Chapters 
Quick Guide Primer 
Insurance Primer 
IRS Publication 1771  
Guidelines for Chapter Officer Installation Ceremony 
Oath of Office for Chapter and/or Branch Officers 

APWA website  

 

Retention Schedule 
 Missouri State Archives Schedule 

http://southcarolina.apwa.net/MenuHomepage/791/Chapter-and-Branch-Bylaws
file:///C:/Users/bryan/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/TPLGCG7M/southcarolina.apwa.net
file:///C:/Users/bryan/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/TPLGCG7M/southcarolina.apwa.net
https://clr.apwa.net/CLR/Home/CLR/Home.aspx
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Calendar 
 Date Action Responsibility 

M
o

n
th

ly
 

During the month Newsletter (page 12) 
Public Relations Committee 

Weekly Social media updates (page 12) 

Ja
n

u
ar

y 

First week Post names of Branch Executive Board on Chapter website Branch Public Relations Chair 

Within the Month 
Chapter Activity Report due to National. Failure to submit jeopardizes Delegate stipend for 

Council of Chapters attendance (page 21) 
Chapter Delegate 

Begin compiling application for PACE Award (page 14) Awards Chair 

Board Meeting Chapter and Branch Treasurer and Audit Chair Meeting (page 1) Chapter Treasurer 

Fe
b

ru
ar

y 

Within the Month Annual conference registration opens (page 30) Conference Chair 

M
ar

ch
 

Early March Education committee notifies presenters selected for annual conference (page 24) Education Chair 

Within First Quarter 
Update financial institution signature cards; Branches advise Chapter Treasurer of the 

Chapter Executive Committee member on their institution’s signature form; Chapter and 
Branches notify vendors to update mailing info for new Treasurers (page 4) 

Chapter and Branch Treasurers 

During March Begin sponsorship outreach for upcoming annual conference (page 16) Backhoe Roadeo Chair 

A
p

ri
l 

Board Meeting 
Chapter budget workshop at April Executive Committee Meeting. Capital items include the 

next fiscal year SCAPWA Conference (page 2) 

Chapter Treasurer 
Conference Chairs 

annual conference, awards/scholarships, special committees 
Executive Committee 

M
ay

 

Board Meeting 
Recommend to Board Scholarship and Award Recipients (page 14) Awards Chair 

Notify Executive Committee of proposed slate for chapter elections (page 31) Nominating Committee 

Minimum of 15 days 
prior to conference 

Notify Chapter Secretary with the information from the Slate of Qualified Candidates to post 

publicly on chapter website (page 31) 
Nominating Committee 

During the month Notify Scholarship and Awards Recipients of Selected winners (page 14) Awards Chair 

National Public Works 
Week (NPWW) 

Conduct Branch backhoe roadeos (page 16) Backhoe Roadeo Committee 

After May Board Meeting 
Update Operations Manual with motions approved during the administrative year ending 

next month (page Error! Bookmark not defined.) 
Chapter Vice President 

Ju
n

e
 

Date Varies PACE Award Submission Due (page 14) Awards Chair 

Mid to Late June Annual Conference (page 30) Conference and Education Committees 

Annual Conference 
Host orientation meeting for new SC APWA Members (page 18) Membership Chair 

President provides update on Strategic Plan (page 2) President 

Week following Annual 
Conference 

Post names of Executive Board on Chapter website Public Relations Chair 
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 Date Action Responsibility 
Ju

ly
 

Early July Distribute Survey to Conference Attendees (page 30) Conference Committee Chair 

Board Meeting 
Host Orientation Meeting for New Executive Committee Members (page 18) 2 Directors Serving 1-year terms 

Update Operations Manual signature block (page 3) Chapter President 

Mid July 
Branch audited financials due to Chapter Treasurer for inclusion in consolidated report to 

APWA National (page 2) 
Branch Treasurers 

 July 31 

Consolidated Chapter and Branches financial package due to National. Package includes 
previous fiscal year activities, potential taxable items, and next fiscal year budgets. Failure to 

submit by this date or approved extension (usually 3-5 days) could result in delay or 
forfeiture of quarterly rebate (page 2) 

Chapter Treasurer 

A
u

gu
st

 

2 Months After Annual 
Conference 

Treasurer will transfer funds in excess of $40K to its investment account (page 4) Chapter Treasurer 

D
ec

em
b

er
 

Early December Post Call for Abstract Submittals (page 24) Education Chair 

Mid December 
Call for Nominations for Annual Awards and Call for Nominations of Scholarship Applicants 

(page 13) 
Awards Chair 

Prior to Jan 1 or during 
month before Branch 
administrative year 

Provide contact information (name, phone number and email address) as well as that for 
Branch audit chair to the Chapter Treasurer (page 1) 

 
Branch Treasurers 

AD HOC SCHEDULES 

 At least one month prior 
to Branch event 

Notify Chapter (page 2) Branch President 

 

At least 10 days prior to 
any Chapter or Branch 

event 
Post event on Chapter website (page 2) - required to ensure insurance coverage Public Relations Committee 

 At least one month prior 
to travel 

Submit travel request (page 5) to Executive Committee Chapter or Branch traveler 

 During the administrative 
year 

Convene Past President’s Council (page 33) Immediate Past President 
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Appendix 


