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North Central Texas Chapter AWWA

Duties and Responsibilities 
Executive Committee (ExComm) Members
(Revised May 2017)
The Executive Committee includes 16 members: four elected Officers, 12 appointed Committee Chairs, and the Past President. The Chapter strives to maintain a reasonable balance of employees of consulting firms, municipalities, and manufacturers’ representatives within the Executive Committee. All positions are for a one-year term with the exception of the Treasurer, which is a three-year term.

The elected Officers include:

· President

· Vice President

· Secretary

· Treasurer

The appointed Committee Chairs include:

· Programs

· Programs Associate Chair

· Arrangements

· Membership

· Seminar

· Scholarship
· Communications

· Education & Outreach
· Dallas Young Professional (2 Co-Chairs)
· Fort Worth Young Professional (2 Co-Chairs)

The Past President is responsible for nominating officers for the next year. The President is responsible for appointing committee chair positions at the beginning of his or her term. Nominations are made at the February meeting. The President will ask for a motion to accept. New officers are elected at the April meeting and take office at the following Executive Committee meeting. New officers and committee chairs are responsible for planning the June meeting. The new President is responsible for notifying the Executive Director for TAWWA of officers for the upcoming year so the state website can be updated.

The duties and responsibilities of the Executive Committee members are as follows:

	President

	Chapter Meetings
	· Attends and presides over all Chapter meetings.
· Makes all announcements except for introducing the speaker.
· Solicits donations for meeting sponsorships.
· Ensures that meeting announcements have been mailed in advance by Membership Chair.

	Executive Committee Meetings
	· Attends and presides over all Executive Committee meetings.
· Determines the time and location of each meeting.
· Prepares an agenda and coordinates with officers prior to meeting.

	Executive Committee Duties
	· Updates Executive Committee Member Duties and Responsibilities document annually for approval by Executive Committee.

	Chapter Bank Account
	· Serves as authorized signatory on the chapter bank accounts (minutes from the April meeting are needed to take to the bank to verify position).

	Texas Section
	· Coordinates Chapter needs with the Texas Section via the Chapter’s Texas Section Trustee and Deputy Trustee.

	Vice President

	Chapter Meetings
	· Attends all Chapter meetings and presides over meeting in President’s absence.
· Assists Arrangements Chair to ensure that all meeting arrangements are in order for the meeting.
· Assists President in soliciting donations for meeting sponsorship.
· Maintains a log of all meeting sponsors.
· Assists Arrangements Chair to prepare sponsorship signs for display at Chapter meetings.
· Writes thank-you notes to sponsors.

	Executive Committee Meetings
	· Attends all Executive Committee meetings and presides over meeting in the President’s absence.

	Chapter Surveys
	· Conducts periodic membership surveys and other surveys as needed.

	Chapter Award Nomination
	· Prepare and submit application for the annual Chapter Award Nominations by the deadline established by TAWWA.  Content of application to be coordinated with other officers and committee chairs.

	Secretary

	Chapter Meetings
	· Coordinates speaker and topic with Program Chair prior to each Chapter meeting and forwards written summary to Texas Section Administrator for inclusion in the TexasH2O publication (all submissions for TexasH2O are due by the first Friday of the month preceding the publication printing).
· Attends all Chapter meetings and provides a written summary of meetings to Texas Section Administrator for submission to the TexasH2O publication. Coordinates chapter meeting dates with other industry related organization to minimize event conflicts.
· 

	Executive Committee Meetings
	· Attends all Executive Committee meetings and prepares meeting minutes for distribution within one week after the meeting.
· Receives review comments to minutes from Executive Committee members and produces finalized minutes.
· Keeps records of all past and present Executive Committee meeting minutes and Treasurer’s Reports.

	Treasurer

	Chapter Bank Account
	· Disburses funds as approved by the Executive Committee (non-budgeted items require Executive Committee approval; budgeted items do not).
· Deposits receipts in the Chapter account.
· Maintains records of receipts and disbursements.
· Prepares and updates annual budget to be presented to the Executive Committee at the May Executive Committee meeting.

	Treasurer Reports
	· Prepares bi-monthly Treasurer’s Reports showing previous balance, cash inflows/outflows, and current balance.
· Provides a copy of the report to the Secretary for submittal to Texas Section.

	Chapter Meetings
	· Attends all Chapter meetings and coordinates with Arrangements Chair for collection of money, receipts for meeting, and payment for catering, etc.

· Takes all cash, checks, and sponsorship checks from meeting to deposit into account.

	Executive Committee Meetings
	· Attends all Executive Committee meetings.
· Provides copies of current Treasurer’s Report for review by Executive Committee.


	Programs Committee Chair

	Chapter Meetings
	· Schedules speakers 3 to 4 months in advance.
· Coordinates with speakers prior to the meeting to verify location and speaker needs.
· Attends all Chapter meetings and introduces speaker.
· Ensures speaker gifts are presented at the meetings.
· 

	TCEQ Credits
	· Submit upcoming speaker and presentation topics to TCEQ representative for approval of Professional Development and Operator Training Certification hours 

· Updates TCEQ Training Credits after meetings.

	Executive Committee Meetings
	· Attends all Executive Committee meetings.
· Solicits input from Executive Committee for future meeting topics.

· Organizes a call for abstracts each December or January.

· Organizes a review and ranking of abstracts for use the following year.

· 


	Programs Committee Associate Chair

	Chapter Meetings
	· Provides Membership Chair, Communications Chair, and Secretary with speaker information for listing in Texas H2O and the Lake.
· Coordinates with Arrangements Chair to ensure that speaker has the needed A/V equipment.

· Attends all Chapter meetings.

· Writes thank-you notes to speakers.

	Executive Committee Meetings
	· Attends all Executive Committee meetings.

· Solicits input from Executive Committee for future meeting topics.

· Organizes a call for abstracts each December or January.

· Organizes a review and ranking of abstracts for use the following year and coordinates with the Seminar Committee Chair for use of the abstracts for the Drinking Water Seminar


	
	· 

	Arrangements Committee Chair

	Chapter Meetings
	· Makes reservations for facility, caterer, etc., at least two months prior to meeting.
· Receives RSVPs for meetings and provides headcount to caterer.
· Attends all Chapter meetings and arrives early to confirm arrangements, A/V set-up, catering, and sign-in table set-up.
· Prepare sponsorship signs for display at Chapter meetings.
· Brings small currency to make change, name tags, pens, sign-in sheets for operator certification, and signed meeting receipts.
· Keeps list of members that RSVP/attend the meeting and notifies Executive Committee of meeting attendance numbers.
· Provides Programs Chair with list of attendees requesting operator training credit.
· Coordinates voting process for new officers at the April meeting

	Executive Committee Meetings
	· Attends all Executive Committee meetings.
· Solicits input from Executive Committee on meeting arrangements.

	Membership Committee Chair

	Chapter Meetings
	· Assists in recruitment of new meeting attendees and promotes attendance of Chapter meetings.
· Obtains speaker name and program information from Programs Chair and sponsors from Vice President and prepares meeting announcements. 
· Provide meeting announcements to the State TAWWA representative to post meeting announcements to the state website and email notices to the members. 

· Maintains email and address list of Chapter members.
· Sends out email meeting announcements one month prior to meeting and sends a reminder 1 to 2 weeks before meeting.
· Attends all Chapter meetings.
· Sends a copy of the newsletter issues to the Texas Section for publication in the website.

· Maintain communication with representative from the State TAWWA to update the membership database.

	Executive Committee Meetings
	· Attends all Executive Committee meetings.


	Seminar Committee Chair

	Fall Drinking Water Seminar
	· Leads Seminar Committee that plans annual fall seminar.
· Appointed in the fall of each year after the annual seminar (chair should have been a committee member the previous year).
· Begins committee meetings in the first quarter of each year.
· Books facilities for the next year immediately following the fall seminar.
· Finalizes program by June of each year.
· Submits announcements to TexasH2O and other publications by July.
· Obtains most current mailing list from Texas Section.
· Prints seminar announcements and mails out early fall.

	Executive Committee Meetings
	· Attends all Executive Committee meetings.

	Scholarship Committee Chair

	Chapter Meetings
	· Serve as Liaison between the local chapter and the Texas Section Scholarship Committee.
· Reach out to NCT Chapter for applicants and announce scholarship application availability.
· Review applications and attend the Texas Section Scholarship Selection Committee meeting.
· Announce the scholarship recipient names at the local chapter meeting.

	Executive Committee Meetings
	· Attends all Executive Committee meetings.


	Communications Committee Chair

	Chapter Meetings
	· Attends all chapter meetings.

· Responsible for taking pictures at the meeting or arranging for pictures to be taken.

	Executive Committee Meetings
	· Attends all Executive Committee meetings.

· Solicits input from Executive Committee on contents of newsletter or other types of communications.

	Newsletter
	· Prepares schedule for newsletter issues.

· Creates newsletter content and articles with input and review by Executive Committee.

· Provides newsletter to Membership Committee Chair for issue.

	Social Media
	· Manages and maintains social media accounts including Twitter, Facebook, Instagram, etc.

· Post and correspond material to these accounts weekly.

· Post meeting announcements and meeting summaries.

	Other
	· Coordinates with Texas Section for website updates on the chapter activities.

· Investigates and recommends additional or alternative forms of member communication (to include newsletter or email links, social media, etc.) that would increase membership and member participation in chapter activities.


	Education & Outreach Committee Chair

	Chapter Meetings
	· Attends all chapter meetings.

· Solicits volunteers for upcoming education related events supported by the Chapter.
· Report to members activities by committee to enhance education and outreach.

	Other
	· Coordinate with state-level Education Division for ongoing activities, etc.

· Organize and partner with others for local events relating to education and outreach.

· Sub committees, that mirror the state-level, include:

· Partnership Development: This committee will partner with like-minded organizations to increase public perception and awareness by participating in established industry-related educational events and programs.

· K-12+ Education: This committee will provide industry information, expertise and resource support for North Central Texas students.

· Competitions: This committee will promote industry related competitions for North Central Texas students, including science fairs, TAWWA University Forum Best Paper competition, and the AWWA Poster Competition.

· Consumer Outreach: This committee will provide expertise and heighten community awareness and support for the industry by promoting the value of water and expanding existing programs such as Water Week.

· Membership Education: This committee will promote and expand education opportunities for Texas AWWA members, including specialty workshops and training.

· Water For People Liaison: This committee will coordinate events with Water For People at the State level as well as among other Chapters.

	Executive Committee Meetings
	· Attends all Executive Committee meetings.

	Young Professionals Committee Co-Chairs

	General
	· Organizes social events for Young Professionals (YPs) in North Texas to meet and network.

· Organizes Casino Night Fundraiser

· Coordinates efforts with WEAT YP chair to ensure highest possible participation in events.

· Helps staff Texas Water Conference with volunteers for registration booths.

· Works with state YP chair to plan YP events at Texas Water.

· Develops opportunities for local YPs to further their careers (Lunch N Learns).

	Executive Committee Meetings
	· Attends all Executive Committee meetings.
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