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1.0 PURPOSE

This Manual describes the organization of the Wisconsin Water Association (WWA) and the responsibilities and duties of the various WWA Officers, committee chairs and committees.  The purpose of this Manual is to assist WWA Officers, committee chairs and committee members in effectively carrying out their duties and responsibilities so as to ensure proper WWA operation and promote continuity from year to year.

This material was derived in large part from past experience and tradition.  It is not intended to supplant in any way the Bylaws, which are found in a separate document, but rather to supplement them.  This Manual is intended to be a flexible guide, to be revised and updated as circumstances dictate.

2.0 ORGANIZATION CHARTS

Committee and Board Operations Chart






Board of Trustees Organization Chart





 
Non-voting Members

* Incoming Secretary-Treasurer during transitional year.

3.0 OFFICER DUTIES AND RESPONSIBILITIES

WWA Officers organize and direct the work of an organization made up of volunteers and full time employees. The Officers are responsible for the day-to-day operations as well as long term strategic planning of the organization.  This section summarizes the duties and responsibilities for each officer position.
3.1 CHAIR

Reports to:
Board of Trustees

3.1.1 Responsibilities

1. Supervise and coordinate all WWA activities.

2. Administer the policies of WWA as outlined in the Bylaws and Operations Manual, and as established by action of the Board.

3. With concurrence of the Board, set the dates and establish the agenda for all meetings of the Board.

4. Preside at all meetings of WWA.

5. Appoint the chair of all committees, except those appointments which are automatic as specified in the Bylaws or Operations Manual.

6. Appoint Board members as Board Liaisons to all committees other than the Audit Committee which shall not have a Board Liaison.

7. Serve as chair of the Executive Committee.

8. Serve as chair of the Leon A. Smith Award Committee.

9. Designated as the signatory for all WWA funds, in case the Secretary‑Treasurer is unavailable.

10. Represent WWA in an official capacity as required, for example, when visiting other Sections of the American Water Works Association (AWWA).

11. Provide a report from the Chair for each WWA Newsletter.  At least one report shall include information on WWA's Strategic Plan.

12. Attend Annual Leadership Meeting for committee chairs.

13. Coordinate the day-to-day activities of WWA Staff.

14. With the Secretary-Treasurer, conduct the annual performance appraisal of WWA Staff.

15. Ensure the regular review and updating of the Strategic Plan.

16. Ensure the preparation of a new membership directory every other year.

3.2 VICE CHAIR

Reports to:
Chair
3.2.1 Responsibilities

1. Serve as chair of the Annual Meeting Planning Committee.  Select members of the Annual Meeting Planning Committee.

2. Serve as Board Liaison to the Manufacturers/Associates Council (MAC).

3. As the Board Liaison to MAC and one or more standing committees advise and counsel in matters related to committee activities.  Provide liaison between the committee and the Board.  See “BOARD LIAISON RESPONSIBILITIES” in Section 3.9.

4. Serve on the Executive Committee.

5. Develop a program of activities for the upcoming year as Chair.

6. Review performance and qualifications of members for future committee appointments.

7. Thoughtful consideration of agenda items as a voting member of the Board.

8. Miscellaneous duties as assigned by the Chair.

9. Act as Chair in absence of the Chair.

10. Member of the Leon A. Smith Award Committee.

11. Set the agenda and preside at the Annual Leadership Meeting of committee chairs and Officers.

12. Provide orientation regarding Board activities and policies to the incoming Board members.

3.3 TRUSTEE EX-OFFICIO (Past Chair)

Reports to:
Chair
3.3.1 Responsibilities
1. Advise and counsel Chair.

2. Serve as chair of the Nominating Committee, except in years when a new International Director is to be nominated. See International Director, Section 3.4, item 8.

3. Serve as chair of the Past Chairs’ Club.  Arrange and chair the Past Chairs’ Club luncheon at the WWA Annual Meeting.  Propose an agenda for this meeting and notify all Past Chairs of the Club’s meeting place and time.

4. As Board Liaison to one or more standing committees, advise and counsel in matters related to the committee’s activities.  Provides liaison between the committee and the Board.  See “BOARD LIAISON RESPONSIBILITIES” in Section 3.9.

5. Thoughtful consideration of agenda items as a voting member of the Board.

6. Assist Chair in proper transition of duties and programs.

7. Member of the Leon A. Smith Award Committee.

3.4 INTERNATIONAL DIRECTOR

Reports to:
Board of Trustees

3.4.1 Responsibilities

1. Represent WWA on the AWWA Board of Directors.

2. Represent AWWA Board on the WWA Board of Trustees.

3. Coordinate AWWA and WWA actions and activities.

4. Report to the Board and membership on AWWA activities, including a written report to be published in each issue of the WWA Newsletter.

5. Thoughtful consideration of agenda items as a voting member of the Board.

6. Serve as host to the visiting AWWA representative during the WWA Annual Meeting.

7. Member of the Leon A. Smith Award Committee.

8. Serve as chair of the Nominating Committee in those years when a new International Director is to be nominated.

3.5 SENIOR TRUSTEE

Reports to:
Chair

3.5.1 Responsibilities

1. Become thoroughly familiar with Bylaws, procedures, guidelines, policies, etc., as stated in the Operations Manual.

2. Thoughtful consideration of agenda items as a voting member of the Board.

3. As Board Liaison to one or more standing committees, advise and counsel in matters related to the committee activities.  Provides liaison between the committee and the Board.  See “BOARD LIAISON RESPONSIBILITIES" in Section 3.9.

4. Serve on the Executive Committee.

5. Serve as Vice-Chair of the Annual Planning Committee.

6. Member of the Leon A. Smith Award Committee.

7. Miscellaneous duties as assigned by the Chair.

8. Attend Regional AWWA Meeting.

9. Ensure the regular review and updating of the Bylaws and Operations Manual.  The Bylaws should be reviewed in those years in which the Annual Meeting is in an even numbered year and the Operations Manual should be reviewed in those years in which the Annual Meeting is in an odd numbered year.  If appropriate, formulate and recommend changes of Bylaws and WWA policies to the membership and/or the Board as appropriate.

3.6 TRUSTEE AT-LARGE

Reports to:
Chair
3.6.1 Responsibilities

1. Become familiar with Bylaws, procedures, guidelines, policies, etc. as stated in the Operations Manual.

2. Thoughtful consideration of agenda items as a voting member of the Board.

3. As Board Liaison to one or more standing committees, advise and counsel in matters related to committee activities.  Provides liaison between the committee and the Board.  See “BOARD LIAISON RESPONSIBILITIES” in Section 3.9.

4. Miscellaneous duties as assigned by the Chair.

5. Member of the Leon A. Smith Award Committee.

3.7 SECRETARY‑TREASURER

Reports to:
Chair

3.7.1 Responsibilities

1. Attend all meetings of the Board and WWA.  Oversee the preparation and distribution of the financial report, and submit the report to the Board at least seven days prior to the next regularly scheduled Board meeting.  

2. Oversee or perform all financial functions of WWA, including payment of WWA bills and obligations, collection of all money due to WWA with prompt deposit to the credit of WWA.

3. Perform other financial functions of WWA including the following:

a. Oversee preparation of the annual budget for presentation to the Board annually.

b. Have the financial records of WWA audited at the end of each fiscal year.

c. Invest, with Board approval, WWA financial resources in accordance with the investment policy of WWA.

d. File all required Internal Revenue Service forms such as Form 990, Return of Organization Exempt from Income Tax and any other required State or Federal forms on or before due date.

e. Obtain and review all bank statements on a monthly basis.

4. Coordinate financial monitoring and documentation with WWA Staff.

5. Maintain WWA records as described in WWA's Record Retention Policy.

6. Review and sign contracts on behalf of WWA in accordance with the policy of WWA.

7. Negotiate and sign all hotel agreements for meetings, seminars and conferences.

8. Ensure Annual Meeting sites have been timely selected.  Chair of the Site Selection Committee, if the WWA Chair establishes an Ad Hoc Site Selection Committee.

9. Coordinate WWA activities with AWWA.

10. Coordinate planning of Meet and Greet at the AWWA Annual Conference and Exposition with the MAC Committee.

11. Member of the Executive Committee.

12. Member of Leon A. Smith Award Committee

13. Member of the Membership Directory Committee, if the WWA Chair establishes a Membership Directory Committee.

14. Become thoroughly familiar with Bylaws, procedures, guidelines, policies, etc., as stated in the Operations Manual.

15. Provide a copy of the Operations Manual to incoming Trustees.

16. Assist the Vice-Chair in orientation of Board activities to the incoming Board members.

17. Secure all awards for WWA in conjunction with the Awards Committee.  Obtain commemorative plaque for out-going Chair, Trustees At Large, Secretary-Treasurer and International Director.

18. Give thoughtful consideration to agenda items as a voting member of the Board.

19. With the Chair, conduct the annual performance appraisal of WWA Staff.

20. Receive information from Committees, including the Committee's proposed budget, updated mission statement, action plan, and calendar of activities.

3.8 ASSISTANT SECRETARY-TREASURER

Reports to:
Secretary-Treasurer

3.8.1 Purpose

The Assistant Secretary-Treasurer is to assist the Secretary-Treasurer in the last year of the incumbent Secretary-Treasurer’s term, for the purpose of training for and becoming familiar with the duties of the Secretary-Treasurer.  This is a non‑voting position.

3.8.2 Responsibilities

1. Assist the Secretary-Treasurer in WWA activities as directed by the Secretary-Treasurer.

2. Perform functions of the Secretary-Treasurer in the absence of the Secretary-Treasurer.

3.9 BOARD LIAISON RESPONSIBILITIES

Each Officer has committee liaison responsibilities.  An Officer’s responsibility as a Board Liaison shall be to provide communication between the Board and committee and:

1. Assist with coordination between committees to avoid duplication of committee programs.

2. Assist the committee to understand its mission as it relates to WWA strategic planning goals and objectives.  

3. Assist the committee with establishing goal activities, reports, meetings, schedules, and developing a calendar.

4. Assist the committee with identifying and pursuing potential committee members.

5. Act as a liaison between the Board and the committee regarding budget and other related activities.

6. Attend and participate in committee meetings as a non-voting member, unless the Board Liaison also serves as a Committee officer in which case he or she shall be a voting member of the Committee.

7. Provide a committee activities report for each Board meeting on committee activities, and committee implementation of the Strategic Plan.

3.10 STRATEGIC PLAN RESPONSIBILITIES

The Board will perform the functions of the Strategic Planning Committee, which are defined in the section describing standing committees.  The Chair may appoint an Ad Hoc Committee to assist with strategic planning.  The Strategic Plan is found in Appendix B.
3.10.1 Purpose

The Strategic Plan provides a plan for WWA and serves to prepare WWA to meet the challenges facing the Water Supply Industry.  The Plan is a broad view of the priority goals, objectives, strategies and tasks that WWA intends to undertake.  It is modeled after the International AWWA Strategic Plan and, therefore, serves to fulfill the goals of AWWA and WWA simultaneously.

AWWA and WWA are dedicated to the promotion of public health and welfare by assuring drinking water of unquestionable quality and sufficient quantity.

AWWA and WWA, as leaders for the Drinking Water Industry, must be an effective instrument of change by advancing the technology, science, and government policies relative to the Drinking Water Industry’s role in stewardship of water resources, and must communicate this information to the general public.

Although the Strategic Plan does not attempt to provide a detailed listing of all WWA activities and programs, those activities and programs should be consistent with the guidance provided by this plan. 

3.10.2 Activities/Programs
The Strategic Plan is intended to assist in accomplishing the programs necessary to enhance the water supply industry in WWA.  WWA recognizes the need for its Officers and committee members to have well-established goals to provide continuity and guidance for the volunteers who work within WWA.  The Strategic Plan is intended to compliment the Articles, Bylaws, and guidelines of WWA by providing a plan for implementation of the relevant sections of those documents.  WWA committees will play a key role in implementing the objectives outlined in the Strategic Plan.

3.10.3 Dissemination of Plan

The Strategic Plan shall be available to WWA members.  A written report of (a) WWA activities and accomplishments made in accordance with the Strategic Plan, (b) plans for proposed future actions in accordance with the Strategic Plan, and (c) revisions or updates to the Strategic Plan will be made to the membership of WWA at the Annual Meeting.  At least once each year, the Board shall provide the Newsletter Committee with a report or article on progress made on the Strategic Plan, proposed future actions, and revisions or updates to the Strategic Plan for publication in the WWA Newsletter.

4.0 STAFF

WWA will hire paid staff as necessary to support the volunteers in achieving the goals and objectives of WWA.  This section describes the general duties of a Member Services Coordinator position.  These duties may be modified or expanded in the individual job description and performance plan for an individual who is hired.
4.1 MEMBER SERVICES COORDINATOR

Reports to:
Chair and Secretary-Treasurer

4.1.1 Purpose

The Member Services Coordinator is the individual responsible for providing day-to-day service to WWA members.

4.1.2 Status

The Member Services Coordinator is hourly, non-exempt.

4.1.3 Hours

Regular office hours of not less than thirty-two (32) hours per week will be agreed upon by the Member Services Coordinator and the Board.  Hours should not exceed forty hours per week without Board approval.
4.1.4 Responsibilities

1. Promptly answer and respond to telephone calls, faxes, and emails; typically within one business day.

2. Assist with the Annual Conference:

a. Send advertisements to members, in coordination with Vice Chair.

b. Handle on-line and on-site registrations including badges, registration lists, income, receipts, and information packages.
c. Develop registration and general information flyers with Vice Chair.

d. Develop conference feedback and Willingness to Serve forms, collect and summarize.

e. Coordinate with Treasurer on income and expenses.
f. Coordinate with MAC committee and Vice Chair on Expo arrangements and MAC night
g. Coordinate food and rooms with Vice Chair and convention center.

h. Coordinate officer election ballot box and voting forms with Past Chair.

i. Provide signs for rooms and events, including sponsor names.

j. Coordinate sponsor donations with Vice Chair, including Expo hall bags, raffle tickets and prizes.

k. Make Committee room assignments in coordination with committee chairs.

l. Coordinate Awards with Past Chair and Secretary/Treasurer

3. Assist the Education Committee and other committees with educational programs:

a. Prepare and send advertisements to members in coordination with Committee Chair.
b. Handle registrations in coordination with Committee Chair.
c. Arrange for rooms and food/drink.
d. Coordinate with Treasurer on income and expenses.
e. Summarize review comments and send to Committee Chair and WWA Chair.
4. Assist with the Water/Wastewater Expo

a. Send advertisements to members, in coordination with Expo chair.

b. Handle on-line and on-site registrations including name tags, registration packets, income collection and receipts.
c. Coordinate with Treasurer and Central States on income and expenses.
d. Coordinate with MAC committee and Expo Chair on Expo arrangements.
e. Coordinate food and rooms with Expo Chair and convention center.
5. Work with Newsletter Committee and outside contractor to produce three to four newsletters a year.  This activity would include soliciting and coordinating advertising with the Newsletter Chair.

6. Work with the Information Technology Committee and outside contractor to maintain the WWA website.

7. Assist with DNR contracts.  Responsible for preparing brochures, handling mailings, arranging location details, handling phone inquiries, and handling registrations.

8. Maintain WWA’s member database, records, and files in coordination with the Membership Chair.  Update the Membership Directory every 2 years.  This activity would include soliciting and coordinating advertising with the Membership Chair.

9. Assist the Secretary‑Treasurer in managing credit card payments and WWA’s accounts payable/receivable functions.

10. Handle WWA mailings and document distribution in a timely manner.

11. Make room reservations and arrange food for Board meetings in coordination with the WWA Chair.  

12. Attend Board meetings when possible and provide report.  

13. Assist the committee chairs in handling the logistics for WWA meetings. 

14. Build relationships with WWA members, exhibitors, sponsors, advertisers, other associations, government, and public service organizations to assist in carrying out WWA functions, and to enhance the profile and image of WWA.

15. All other duties as directed by the Board.

4.1.5 Internal Relationships

Maintain a positive working relationship with the Board, WWA committees and members.
4.1.6 External Relationships

Maintain a positive working relationship with the contractors, suppliers, and vendors working with WWA.

4.1.7 Position Requirements

Administrative skills normally acquired in a two-year technical school program, plus two years of successful work history. In particular, the position requires excellent communication, bookkeeping, and organizational skills. Working software skills in word processing, e-mail, spreadsheets, databases, and website are required. Ability to multitask is necessary. 
5.0 STANDING COMMITTEES

5.1 PROVISIONS APPLICABLE TO ALL COMMITTEES

All standing Committee Chair appointments shall be:

1. Made by the WWA Chair unless otherwise provided for in the Bylaws or this Operations Manual.

2. Made within one month after the Annual Meeting and shall extend from January 1 through December 31.

3. Committee chairs may be re-appointed for up to a maximum of three one‑year terms.  This term limit may be waived in individual cases upon approval of the Board.

All standing committee chairs report to the Board through their Board Liaison. In addition:

1. All written committee reports shall be filed with the Secretary‑Treasurer.

2. Continuous communication with the Board shall be afforded through the Board Liaison.

Each standing committee shall:

1. Establish a committee roster before October 15th.  The roster should be forwarded to the WWA Office for distribution and posting on the website. 

2. Establish responsibilities and overall objectives of the committee, within the context of its charge, which are consistent with the WWA Strategic Plan.

3. Establish goals and activities for the coming year.

4. Assist in the development of the WWA Strategic Plan when requested.

Each standing committee chair will:

1. Submit a preliminary committee budget proposal to the Secretary‑Treasurer by October 31st on forms provided for this purpose.

2. Coordinate an update to the committee mission statement, action plan, and calendar of activities and submit to the Secretary‑Treasurer by October 31st.

3. Attend the Annual Leadership Meeting convened by the WWA Chair.

4. Hold committee meetings to conduct committee business.  Each committee will be assigned an “800” teleconference telephone number and a pass code to facilitate telephone meetings. Committees are encouraged to use the WWA Webex (or related) service in lieu of the “800” Teleconference Telephone Number – whenever possible.
5. Make an oral presentation to the Board on committee activities and progress upon request of the Board or Board Liaison.

6. Prepare necessary reports including an annual activity report for inclusion in the Annual Report distributed to the membership at the Annual Meeting.  A committee's annual activity report should be submitted to the WWA Office at least 30 days prior to the Annual Meeting.

7. Provide information for the committee’s page on the website.

8. Oversee committee budget and communicate with the Secretary‑Treasurer on budget matters.

9. Prepare and submit the minutes of each meeting to the WWA Office and Board Liaison.

10. Select a vice‑chair, secretary, and members for the committee.

11. Prior to the Annual Meeting recommend to the WWA Vice-Chair a nominee for committee chair.

12. Not sign any contracts on behalf of WWA or involving WWA activities.

5.2 ANNUAL MEETING PLANNING COMMITTEE

5.2.1 Mission Description

The Annual Meeting Planning Committee is responsible for planning, coordinating, overseeing, and administering the Annual Meeting.

5.2.2 Composition

The Committee shall be chaired by the WWA Vice Chair.  The Senior Trustee shall serve as the Committees Vice Chair.  The Committee will include a representative from the Manufacturers/Associates Council and others selected by the Committee Chair. The Chair will strive to appoint at least one operator of a small water system to the Committee.

5.2.3 Coordination
This Committee will coordinate its activities with the Board and chairs of the Manufacturers/Associates Council, Awards Committee, George Warren Fuller Award Committee, Leon A. Smith Award Committee, Image and Public Relations Committee, Top Ops Committee, and Past Chairs' Committee.  In addition, the Committee shall coordinate with all other Committees responsible for assisting with an education session at the Annual Meeting.

5.2.4 Activities/Programs

The Committee’s primary responsibility is to ensure the success of the Annual Meeting.  The Annual Meeting is expected to include an educational program, a vendors' exposition, and social events.

5.2.5 Local Arrangements

The Committee Chair may establish a Local Arrangements Subcommittee to assist in planning the Annual Meeting.  If a Local Arrangements Subcommittee is established, the Committee Chair shall appoint a Subcommittee Chair.  The Subcommittee Chair shall select other Subcommittee members.  The Subcommittee shall have the responsibilities delegated to it by the Annual Meeting Planning Committee Chair.  Those responsibilities may include planning and promoting a spouse/guest program, promoting the area of the Annual Meeting, arranging for local speakers such as the Mayor, arranging for local media coverage, selecting reception/banquet night entertainment, and/or arranging for local transportation.

5.2.6 Reports, Newsletter and Website

Committee reports will be presented regularly to the Board at their regular meetings. A summary report will be presented to the Board at the conclusion of the Annual Meeting or at the first Board meeting following the Annual Meeting.

At least once each year, the Committee is to provide the Newsletter Committee with a report or article on Committee activities for publication in the WWA Newsletter.

The Committee is responsible for providing Committee information for the WWA website.  Such information shall include the roster, mission statement, goals, action plan, calendar of activities, and meeting minutes. 
5.3 AUDIT COMMITTEE

5.3.1 Charge

The Audit Committee is responsible for performing an internal audit of the WWA’s financial records, issuing an internal audit report, and preparing financial statements following nonprofit accounting standards.

5.3.2 Composition

The WWA Chair shall appoint the Committee Chair.  The Committee Chair shall select other Committee members.  Each Committee member shall be selected from the membership and shall have an accounting background.  The Committee shall not include a Board Liaison.

5.3.3 Coordination

The Committee will coordinate its activities with the WWA Secretary‑Treasurer.

5.3.4 Activities/Programs

The sole responsibility of the Committee is to perform the necessary audit procedures in a timely manner.

5.3.5 Reports and Website

A written report is to be provided to the members at the Annual Meeting.  This report is to be submitted, for the immediate preceding year, to the Board by March 31st of the following year.

The Committee is responsible for providing Committee information for the WWA website.  Such information shall include the roster, charge, and calendar of activities.

5.4 AWARDS COMMITTEE

5.4.1 Mission Description

The Awards Committee selects the recipients of all WWA awards other than the George Warren Fuller Award, the Leon A. Smith Award and the Research Award.  The award recipients selected by the Awards Committee include the recipients of the Water Utility Achievement Award, Gimmicks and Gadgets Award, Heroism Award, Lifetime Achievement Award,  Small Systems Excellence Award, Operator Meritorious Award, Stewards of Safe Water Recognition, Young Professional Award, and Public Service Commendation.  
5.4.2 Composition

The WWA Chair shall appoint the Committee Chair and a Board Liaison.  The Committee Chair shall select other Committee members.  Each Committee member shall have been active in WWA or the water supply industry.  The Chair shall strive to appoint at least one small system member to the Committee.

5.4.3 Coordination

The Committee will coordinate with the Secretary-Treasurer and WWA Staff to obtain award plaques, certificates, and/or other materials for the awards presentation.  The Committee will coordinate the announcement, presentation, and publicizing of awards with the Annual Meeting Planning Committee and the Image and Public Relations Committee.  The Awards Committee will also assist the George Warren Fuller Award Committee, the Leon A. Smith Award Committee, the Research Committee, and the Young Professionals Committee, as requested, in presenting and publicizing those awards.
5.4.4 Activities/Programs
The Committee shall solicit names and qualifications of potential recipients of all awards selected by the Committee.  The Committee shall consider all recommendations and select the recipient of each award.  The criteria and procedures for selecting each award are set forth in the Appendix of this Operations Manual and are available from the WWA Office. 

The Awards Committee will coordinate the preparation of the appropriate plaques, certificates, and/or other materials required to appropriately honor the award recipient.  The Awards Committee will also coordinate with the Annual Meeting Planning Committee to present or recognize all award recipients during the Annual Meeting.

5.4.5 Reports, Newsletter and Website
A written report is to be provided to the members at the Annual Meeting.  This report is to be submitted to WWA at least 30 days before the Annual Meeting.   The report shall include the names of the preceding year’s award winners.
At least once each year, the Committee is to provide the Newsletter Committee with a report or article on Committee activities for publication in the WWA Newsletter. 

The Committee is responsible for providing Committee information for the WWA website.  Such information shall include the roster, mission statement, goals, action plan, calendar of activities, and meeting minutes.
5.5 CLEAR COMMITTEE

5.5.1 Mission Description

The CLEAR committee shall administer, coordinate, oversee, and promote the Coalition for Learning, Education, and Assistance Regionally (CLEAR) program. The CLEAR Committee shall facilitate the provision of educational programs for regional coalitions of water systems.  The CLEAR Committee will assist in the development of regional coalitions, the planning of educational programs, the provision of speakers, and the preparation and mailing/emailing of program brochures.  The purpose of the CLEAR program is to provide education for water system operators on a local basis and to encourage networking and information exchange among water systems within a region.

5.5.2 Composition

The CLEAR Committee shall include a Chair, Vice Chair, Secretary, a Board Liaison, and representatives (CLEAR Regional Captains) from various size water systems as appointed by the Committee Chair.
5.5.3 Coordination
The CLEAR Committee shall coordinate activities with the Education Committee, The Annual Conference Planning Committee, WWA Staff and related State organizations as to not duplicate educational topics in the same time period and to avoid scheduling CLEAR sessions on dates where similar programs or seminars may pull from their intended audience.

5.5.4 Activities/Programs
CLEAR meetings shall be held at least twice annually; preferably late winter/early spring and in the fall but should not conflict with the WWA Annual conference.
5.5.5 Reports, Newsletter and Website

A written report is to be submitted to the WWA Office at least 30 days prior to the Annual Meeting.

At least once each year, the Committee is to provide the Newsletter Committee with a report or article on Committee activities for publication in the WWA Newsletter.  In addition, the Committee shall provide the Newsletter Committee with at least one article on a current topic of interest to the Committee and the general WWA membership.

The Committee is responsible for providing Committee information for the WWA website.  Such information shall include the roster, mission statement, goals, action plan, calendar of activities, and meeting minutes.

5.6 CUSTOMER SERVICE COMMITTEE

5.6.1 Mission Description

The Customer Service Committee will provide information, education, and networking opportunities for persons in the Wisconsin water supply industry who have interests in utility administration and customer service issues.  The Committee will promote sound customer service and accounting practices, and enhance the competence, visibility and pride of utility administrative and customer service representatives. The Committee will also provide networking opportunities through Committee meetings, telephone conferences, and educational activities, and provide informational and educational opportunities through seminars and other WWA communication avenues. 

5.6.2 Composition

The Committee includes a Chair, a Vice Chair, a Board Liaison and members of the Committee selected by the Committee Chair.

5.6.3 Coordination

The Committee will coordinate its activities with the Education and Image and Public Relations Committees.

5.6.4 Activities/Programs
The Customer Service Committee will hold a sufficient number of meetings during the year to conduct business.  The Committee should provide input to the Annual Meeting Planning Committee to promote and deliver training to members.  The Committee will present at least one (1) educational program per year dealing with customer service.  These programs will be held at various locations throughout Wisconsin and may be jointly sponsored with related organizations.

5.6.5 Reports, Newsletter and Website

A written activities report is to be provided to the WWA Office at least 30 days prior to the Annual Meeting.

At least once each year, the Committee is to provide the Newsletter Committee with a report or article on Committee activities for publication in the WWA Newsletter.  In addition, the Committee shall provide the Newsletter Committee with at least one article on a current topic of interest to the Committee and the general WWA membership.

The Committee is responsible for providing Committee information for the WWA website.  Such information shall include the roster, mission statement, goals, action plan, calendar of activities, and meeting minutes.

5.7 DISTRIBUTION COMMITTEE

5.7.1 Mission Description

The Distribution Committee will provide information, education and networking opportunities for persons who have an interest in the repair and maintenance of water distribution systems including but not limited to water mains, valves, services, hydrants, materials, equipment, and safety in order to provide excellent quality and sufficient water to the customers served.  The Committee will provide networking opportunities and educational opportunities for all WWA members to advance their knowledge and experience in maintaining distribution systems.

5.7.2 Composition

The Committee shall include a Chair, Vice Chair, Secretary, a Board Liaison, and representatives from various size distribution systems appointed by the Committee Chair.

5.7.3 Coordination

The Committee will coordinate its activities with the Education Committee.

5.7.4 Activities/Programs
Meetings will be held at least four times a year. The Committee will develop annual and long‑range tasks/plans consistent with the goals of WWA.  The Committee will develop educational programs for distribution systems and coordinate with the Education Committee and WWA Office for date, time, and other details in presenting those programs.

5.7.5 Reports, Newsletter and Website

A written report is to be submitted to the WWA Office at least 30 days prior to the Annual Meeting.

At least once each year, the Committee is to provide the Newsletter Committee with a report or article on Committee activities for publication in the WWA Newsletter.  In addition, the Committee shall provide the Newsletter Committee with at least one article on a current topic of interest to the Committee and the general WWA membership.

The Committee is responsible for providing Committee information for the WWA website.  Such information shall include the roster, mission statement, goals, action plan, calendar of activities, and meeting minutes.

5.8 DNR/EPA LIAISON COMMITTEE

5.8.1 Mission Description

The Committee will provide a means for communication and coordination between the WWA and the Wisconsin Department of Natural Resources (DNR) and the United States Environmental Protection Agency (EPA) on issues of interest to the Wisconsin water supply industry. The Committee, in conjunction with the Legislative and Regulatory Affairs Committee, will also keep the WWA membership informed of DNR and EPA regulatory activities.

5.8.2 Composition

The Committee will consist of a Chair, Vice Chair (appointed by the Chair) a Board Liaison and as other members appointed by the Committee Chair.

5.8.3 Coordination

The Committee will coordinate its activities with the Legislative and Regulatory Affairs Committee.  A representative from this Committee shall serve on the Legislative and Regulatory Affairs Committee.

5.8.4 Activities/Programs

The Committee will meet with DNR and EPA representatives to discuss current and pending DNR/EPA regulatory issues.  The Committee will develop a program to solicit ideas or concerns from the WWA membership and forward these to the DNR or EPA for discussion.  The Committee, in conjunction with the Legislative and Regulatory Affairs Committee, will advise the Board about issues on which WWA should take a position or specific action.  The Committee, in conjunction with the Legislative and Regulatory Affairs Committee, will also coordinate and prepare articles regarding DNR/EPA regulatory activities for the WWA Newsletter.

5.8.5 Reports, Newsletter and Website

A written report is to be provided to the members at the Annual Meeting.  This report is to be submitted to the WWA Office at least 30 days prior to the Annual Meeting.

At least once each year, the Committee is to provide the Newsletter Committee with a report or article on Committee activities for publication in the WWA Newsletter.  In addition, the Committee shall provide the Newsletter Committee with at least one article on a current topic of interest to the Committee and the general WWA membership.

The Committee is responsible for providing Committee information for the WWA website.  Such information shall include the roster, mission statement, goals, action plan, calendar of activities, and meeting minutes.

5.9 EDUCATION COMMITTEE

5.9.1 Mission Description

The Education Committee is responsible for planning and overseeing WWA’s overall educational program.  This includes developing WWA’s educational calendar, coordinating with and assisting all other WWA Committees putting on educational programs, putting on specialty conferences, overseeing CLEAR programs, and communicating with State certification authorities.  The Education Committee shall also assist the Board in the development, execution, and evaluation of the education components of WWA’s Strategic Plan.

5.9.2 Composition

The Education Committee is comprised of a Committee Chair, Vice‑Chair, Secretary, Board Liaison, and as many members as the Committee Chair appoints to the Committee.  The Chair will strive to appoint at least one operator of a small water system to the Committee.

The Committee Chair may appoint subcommittees as necessary to carry out the Committee’s responsibilities.  Such subcommittees may include, for example, a strategic planning subcommittee or a subcommittee responsible for specialty conferences.

5.9.3 Coordination

This Committee will coordinate with all WWA committees putting on educational programs to develop the WWA educational calendar.  The Committee will also offer assistance and advice to the other WWA committees putting on educational programs.  The WWA committees currently putting on educational programs include the Annual Meeting Planning Committee, CLEAR, Customer Service, Distribution, Information Technology, Legislative and Regulatory Affairs, Management, Midwest Industry EXPO, Safety, and Treatment Operations Committees. 

5.9.4 Activities/Programs
The Education Committee shall prepare and publicize WWA’s yearly educational calendar.  The Committee shall strive to prepare the next year’s educational calendar by November 1, so that the calendar can be distributed at the annual Leadership Meeting.  The Committee shall also ensure a current educational calendar is maintained on the WWA website.  The Committee shall also ensure that the dates of WWA's educational programs are provided to the Wisconsin Department of Natural Resources for placement on the State's training calendar.
At least once each year, the Committee shall issue a Call for Presenters to identify potential speakers for WWA educational programs.  The Committee shall organize and make the response available to committees that are putting on educational programs.  The Committee may also be called upon to assist the Annual Meeting Planning Committee in securing names and topics of prospective speakers.

The Committee shall communicate with, assist to the extent requested, and advise all other WWA committees putting on educational programs.  The Committee shall also review the evaluations of all WWA educational programs and provide the Board and committees with recommendations on how to improve WWA's educational programs.

The Committee shall put on specialty conferences and or webinars on new developments or topics of interest which are not being addressed by other WWA committees.  The Committee shall strive to put on at least one specialty conference each year and six (6) webinars.
The Committee shall communicate with State certification authorities on training needs and opportunities.  The Committee shall inform the Board of opportunities to acquire state or federal funding to provide education to the water supply industry.

The Education Committee shall assist the Board in the development, execution, and evaluation of the education components of WWA’s Strategic Plan.  The Committee should be aware of and provide recommendations to the Board on new developments and options to provide quality education to the water supply industry.

5.9.5 Reports, Newsletter and Website

A written report is to be provided to the members at the Annual Meeting.  This report is to be submitted to the WWA Office at least 30 days prior to the Annual Meeting.

At least once each year, the Committee is to provide the Newsletter Committee with a report or article on Committee activities for publication in the WWA Newsletter. 

The Committee is responsible for providing Committee information for the WWA website.  Such information shall include the roster, mission statement, goals, action plan, calendar of activities, and meeting minutes.

5.10 ENGINEERING AND CONSTRUCTION COMMITTEE

5.10.1 Mission Description
The Engineering and Construction Committee is responsible for advancing and disseminating knowledge of practices, procedures, equipment and materials related to the design, engineering, and construction of water utility facilities and infrastructure.
5.10.2 Composition

The Committee will consist of a Chair (appointed by the WWA Chair) Vice Chair, a Board Liaison and as other members appointed by the Committee Chair. Each Committee member shall be selected from the membership and shall have an Engineering and/or Construction background/interest.  

5.10.3 Coordination

The Committee will coordinate with and assist other WWA Committees with Engineering and Construction topics. The Committee will also establish communications with appropriate technical and professional associations for the purpose of exchanging knowledge and information.

5.10.4 Activities/Programs

The goals of the Engineering and Construction Committee are: 

· Recruit members.

· Identify key topics to focus on each year. 

· Guide the organization on the use of best practices in Engineering and Construction of water utility facilities and its infrastructure.

· Help plan seminars and assist other committees on Engineering and Construction related topics.
5.10.5 Reports and Website

A written report is to be provided to the members at the Annual Meeting.
The Committee is responsible for providing Committee information for the WWA website.  Such information shall include the roster, charge, and calendar of activities.
5.11 EXECUTIVE COMMITTEE

5.11.1 Mission Description

The Executive Committee has two primary functions.  It coordinates the activities of the Board, committees, and employees during periods between regular Board meetings, and it acts as WWA's personnel committee to oversee WWA Staff.  The Executive Committee may also undertake additional tasks at the direction of the WWA Chair.

5.11.2 Composition

The Committee includes the Chair, Vice-Chair, Senior Trustee, and Secretary‑Treasurer.  The WWA Chair will serve as Committee Chair and the Vice-Chair is to serve as Board Liaison.

5.11.3 Activities/Programs
Meetings will be held as necessary.  Any member, as directed by the Committee Chair, may make reports to the Board.  The Committee is to be responsible for awareness of activities taking place on both the WWA and AWWA levels.

5.11.4 Reports

Reports shall be presented to the Board at regular Board meetings.

5.12 GEORGE WARREN FULLER AWARD COMMITTEE

5.12.1 Charge

The George Warren Fuller Award Committee selects WWA’s recipient of the George Warren Fuller Award.  The George Warren Fuller Award is awarded to a member who has provided outstanding leadership or has made a significant, outstanding, and extraordinary contribution toward the advancement of the water works practice within the American Water Works Association or the WWA such that he or she should receive the award.

5.12.2 Composition

The Fuller Award Committee is made up of five Committee members with staggered five year terms.  Each year a new member joins the Committee.  The new Committee member shall be the last recipient of the George Warren Fuller Award.  If that individual cannot serve on the Committee, or if any Committee member cannot complete his or her five year term, the WWA Chair shall appoint a new member to the Committee who is a leader in the water supply industry and active in WWA. 

The Committee Chair shall be the Committee member who is serving his or her fifth and final year on the Committee.  The Chair shall retire from the Committee after completion of his or her one year term as Chair.

5.12.3 Coordination
The Fuller Award Committee shall coordinate with the Secretary-Treasurer to provide the necessary information to AWWA and obtain the Fuller Award pin.  It shall also coordinate with the Annual Meeting Planning Committee and Awards Committee with regard to the presentation of the award at the Annual Meeting, and with the Image and Public Relations Committee with regard to publicizing the award.

5.12.4 Selection of the Award Recipient

The Fuller Award Committee shall solicit recommendations on eligible candidates for the Fuller Award from WWA members.  The Committee shall consider recommended candidates and select the most eligible recipient in accordance with the purpose and intent of the award.  The criteria and procedures for selecting the award are set forth in the Appendix of this Operations Manual, and are available from the WWA Office. 

The membership shall not be informed of the Committee's selection of the Fuller Award recipient until it is announced at the Annual Meeting. 

5.12.5 Biographical Data and Citation

The Committee shall prepare biographical data on the recipient, and a citation on the recipient’s qualifications for receiving the award.  The Committee Chair shall provide the Secretary-Treasurer with the recipient’s name, biographical data, and the qualification citation.  The Secretary‑Treasurer shall forward the name of the recipient and the qualification citation to the AWWA Office, and shall obtain the Fuller Award pin in time for presentation at the WWA Annual Meeting.  The biographical data and citation for the award recipient shall be provided to the visiting AWWA representative.

5.12.6 Presentation of the Award

The Committee shall report the Fuller Award recipient’s name to the visiting AWWA representative, and provide him or her with the recipient’s biographical data, qualification citation, and any other information needed to make the presentation in accordance with the established format.  The visiting AWWA representative shall announce the Fuller Award recipient at the WWA Annual Meeting at the time the award ceremony takes place.  As part of the award ceremony, the visiting AWWA representative should read as much of the prepared statement concerning the life and work of George Warren Fuller as fits the occasion.  The visiting AWWA representative shall also present the recipient with the Fuller Award pin.

The Committee is responsible for ensuring the recipient will be present at the WWA Annual Meeting when the announcement is made. 

The actual Fuller Award certification will be presented by AWWA at the AWWA Annual Conference following the WWA Annual Meeting at which the announcement is made.  If, in special cases, the award recipient is unable to attend the following AWWA Annual Conference, the presentation of the award certification may be made at the WWA Annual Meeting.  If it is desired to present an award certification at the WWA Annual Meeting, the report of the Fuller Award Committee with the citation and full name of the award recipient shall be transmitted to the AWWA Office 30 days in advance of the WWA Annual Meeting along with an appropriate statement of the reason for the prospective absence of the award recipient from the AWWA Annual Conference. 

Each award recipient automatically becomes a member of the George Warren Fuller Award Society of the American Water Works Association.  No initiation fees or annual dues are required for membership in the society.  The annual meeting of the society is held during the AWWA Annual Conference.

5.12.7 Reports

After the award has been presented, the Committee must forward its report, including the official award, to the AWWA Office.

After the award has been presented, the Committee Chair will report the name of the recipient to the Awards Committee.  The Awards Committee will be responsible for inclusion in the next WWA Annual Report.

5.13 IMAGE & PUBLIC RELATIONS COMMITTEE

5.13.1 Mission Description

The Image & PR committee will promote Wisconsin Water Association and AWWA year-round, especially during the Annual Meeting in the fall and Drinking Water Week in May. The Committee will strengthen WWA’s image as a leader of information for the drinking water industry and develop a timely information news release system for all pertinent news items about the industry. The committee will also promote the Annual Meeting, all guest speakers, dignitaries, and AWWA officers through the news media of the state and local area. The Committee is responsible for setting up and promoting the Water Taste Test Contest at the annual meeting.

5.13.2 Composition

The Committee shall include a Chair, Vice Chair, a Board Liaison, and other members as appointed by the Chair.

5.13.3 Activities/Programs
The Committee will hold regular meetings, and develop annual and long-range tasks and plans consistent with the goals of the WWA. 

5.13.4 Reports

A written report is to be provided to the members at the Annual Meeting.  This report is to be submitted to the WWA Office at least 30 days prior to the Annual Meeting.

At least once each year, the Committee is to provide the Newsletter Committee with a report or article on Committee activities for publication in the WWA Newsletter.  In addition, the Committee shall provide the Newsletter Committee with at least one article on a current topic of interest to the Committee and the general WWA membership.

The Committee is responsible for providing Committee information for the WWA website.  Such information shall include the roster, mission statement, goals, action plan, calendar of activities, and meeting minutes.

5.14 INFORMATION TECHNOLOGY & SECURITY COMMITTEE

5.14.1 Mission Description

The Committee shall provide information, education, and networking opportunities for people in the Wisconsin water industry who have interests in the use and application of information technology tools for water utility management and operation.  The Committee shall provide networking opportunities through Committee meetings, telephone conferences, and educational activities, and shall provide information and education opportunities through seminars and other WWA communication avenues.  The Committee shall also be responsible for the content and maintenance of the WWA website.

5.14.2 Composition

The Committee shall include a Chair, Vice Chair, a Board Liaison, and other members as appointed by the Chair.

5.14.3 Coordination
The Committee will coordinate its educational activities with the Education Committee.

5.14.4 Activities/Programs
The Committee will hold regular meetings, and develop annual and long-range tasks and plans consistent with the goals of the WWA.  The Committee will sponsor an information technology conference and an information technology education session in conjunction with the Annual Meeting.  The Committee will be responsible for the content and maintenance of the WWA website.

5.14.5 Reports, Newsletter and Website

A written report is to be provided to the members at the Annual Meeting.  This report is to be submitted to the WWA Office at least 30 days prior to the Annual Meeting.

At least once each year, the Committee is to provide the Newsletter Committee with a report or article on Committee activities for publication in the WWA Newsletter.  In addition, the Committee shall provide the Newsletter Committee with at least one article on a current topic of interest to the Committee and the general WWA membership.

The Committee is responsible for providing Committee information for the WWA website.  Such information shall include the roster, mission statement, goals, action plan, calendar of activities, and meeting minutes.

5.15 JOINT EXPOSITION PLANNING COMMITTEE

5.15.1 Mission Description

The Joint Exposition Planning Committee is responsible for planning, coordinating, overseeing, and administering a joint exposition sponsored by WWA and the Central State Water Environment Association (CSWEA).  The purpose of the joint exposition is to provide manufacturers, vendors, and consultants with an opportunity to display their products and services to water and wastewater professionals at an exposition that is focused primarily on such displays.

5.15.2 Composition

The Committee shall be made up of four members appointed by WWA, and four members appointed by CSWEA.  The Board shall select the Committee members representing WWA, and at least one of the members shall be a member of the MAC Committee.

The Chair and Vice Chair shall be selected by the Board of the respective Organizations – CSWEA and WWA. The Chair shall remain for two years and leadership shall alternate between the two organizations after the two year term. Vice Chair shall be always be from the opposing Organization and is in line for the Chair. The Joint EXPO Treasurer shall be agreed upon by both organizations and will be the currently reigning treasurer of either CSWEA or WWA.
5.15.3 Coordination

The Committee shall conduct its activities in accordance with the Memorandum of Understanding entered into by WWA and CSWEA.  The WWA members on the Committee shall also coordinate their activities with the Manufacturers/Associates Council.

5.15.4 Activities

The Joint Exposition Planning Committee plans, coordinates, oversees, and administers a joint exposition to provide manufacturers, vendors, and consultants with an opportunity to display their products and services to water and wastewater professionals at an exposition that is focused primarily on such displays.

5.15.5 Reports, Newsletter and Website

The WWA members on the Committee shall report to the Board.  A summary report will be presented to the Board at the first Board meeting following the Annual Meeting.

At least once each year, the Committee is to provide the Newsletter Committee with a report or article on Committee activities for publication in the WWA Newsletter.

The Committee is responsible for providing Committee information for the WWA website.  Such information shall include the roster, mission statement, goals, action plan, calendar or activities, and meeting minutes.
5.16 LEGISLATIVE AND REGULATORY AFFAIRS COMMITTEE

5.16.1 Mission Statement

The mission of the Legislative and Regulatory Affairs Committee is to monitor and inform the WWA membership of changes and proposed changes in federal and state laws and regulations affecting the drinking water industry.  The Committee will assist the Board in formulating positions and action plans on legislative and regulatory matters of interest to the industry.  The Committee will also promote WWA as a leader of industry information with state and federal legislators and regulatory agencies.

5.16.2 Composition

The Committee is comprised of a Chair, a Vice‑Chair, a representative from the DNR/EPA Liaison Committee, a representative from the PSC Liaison Committee, a Board Liaison, and other members appointed by the Committee Chair for their knowledge and interest in government affairs.

5.16.3 Coordination

The Committee will coordinate and integrate its activities with the DNR/EPA Liaison Committee and the PSC Liaison Committee.  The Committee may also coordinate with other organizations, as appropriate.

5.16.4 Activities/Programs
The Committee will monitor legislative and regulatory changes and proposals.  The Committee will work to timely disseminate information regarding these legislative and regulatory matters to the WWA membership.  It is the intent of this Committee to keep the membership informed and develop procedures to effectively mobilize WWA members to positively influence legislation and regulations before the United States Congress, the U. S. Environmental Protection Agency. the Wisconsin State Legislature, the Wisconsin Department of Natural Resources, and the Public Service Commission of Wisconsin.  The Committee will sponsor, in conjunction with other organizations, an annual legislative and regulatory seminar.  In addition, the Committee shall sponsor a legislative/regulatory activity in conjunction with the Annual Meeting.

5.16.5 Reports, Newsletter and Website

A written report is to be provided to the members at the Annual Meeting.  This report is to be submitted to the WWA Office at least 30 days before the Annual Meeting.

At least once each year, the Committee is to provide the Newsletter Committee with a report or article on Committee activities for publication in the WWA Newsletter.  In addition, the Committee shall provide the Newsletter Committee with at least one article on a current topic of interest to the Committee and the general WWA membership.

The Committee is responsible for providing Committee information for the WWA website.  Such information shall include the roster, mission statement, goals, action plan, calendar of activities, and meeting minutes.

5.17 LEON A. SMITH AWARD COMMITTEE

5.17.1 Charge

The Leon A. Smith Committee selects the recipient of the Leon A. Smith Award.  This award is offered in recognition of distinguished service to WWA and for exceptional activity on behalf of the waterworks industry.  It is also offered in commemoration of the high ideals, constructive leadership and accomplishments of Leon Albert Smith as a water utility superintendent and officer of the Wisconsin Section of the American Water Works Association.

5.17.2 Composition
The Committee is comprised of the voting members of the Board.  The WWA Chair serves as Committee Chair.

5.17.3 Coordination

The Committee shall coordinate with the Annual Meeting Planning Committee and Awards Committee with regard to the presentation of the award at the Annual Meeting, and with the Image and Public Relations Committee with regard to publicizing the award.

5.17.4 Activities/Programs
The Committee will review the qualifications of possible award recipients suggested by Committee members and select an award recipient.  The Committee will prepare biographical information about the recipient.  The Secretary‑Treasurer will prepare the award certificate.  The Chair will present the award at the Annual Meeting. 

5.17.5 Award Announcement

The late Leon Albert Smith, in whose memory this award has been named, served for 40 years as Superintendent of the Madison, Wisconsin, Water Works.  Born in Elgin, Illinois, on August 30, 1890, Mr. Smith came to Wisconsin in 1912 to study at the University of Wisconsin and remained a resident of Madison for the remainder of his life.  During his tenure the Madison Water Utility grew from providing service to a population of 30,000 to serving more than 100,000.  Leon A. Smith is generally credited with the foresight that enabled this system to expand efficiently and economically to meet increased requirements.

Mr. Smith was a natural-born leader, and the Water Department Personnel were eager to help him make the department run smoothly and efficiently.  It was the excellent cooperation from these men and women that helped him make the Water Department of Madison an outstanding example of foresight in planning and efficiency of operation in the water works field.

In 1953, the Madison Board of Waterworks and Sewerage Commissioners commended Mr. Smith for his “highly efficient and economic” management of the Madison Utility and praised him for his ability “to detect and correct trouble before it occurs.”

Leon A. Smith was a life member of the American Water Works Association and served as Secretary-Treasurer of the Wisconsin Section for nearly 30 years.  In 1939, he received the Fuller Award for outstanding service to the waterworks profession.  He was chairman of the Wisconsin Section in 1924 and served as National Director twice.  He was often a speaker on programs at both the Section and National meetings, and his advice and counsel were eagerly sought on matters of water supply and water department administration.

5.17.6 Reports
The WWA Chair will report the name of the recipient to the Awards Committee.  The Awards Committee will be responsible for inclusion in the next WWA Annual Report.
5.18 MANAGEMENT COMMITTEE

5.18.1 Mission Description
The Management Committee shall provide information, education and networking opportunities for the people in the Wisconsin water industry who have interests in water utility management issues.  The Committee will provide information and education opportunities using seminars and other WWA communication avenues.  The Committee will provide networking opportunities through Committee meetings, telephone conferences, and educational activities.
5.18.2 Composition
The Committee will consist of a Chair appointed by the WWA Chair, a Vice-Chair, a Board Liaison, and other members appointed by the Committee Chair.

5.18.3 Coordination
The Committee will coordinate its activities with the Education Committee and the Annual Meeting Planning Committee.  In addition, the Committee shall coordinate with Central States Association (CSWEA) in hosting an annual management conference.

5.18.4 Activities/Programs
The Committee will work with the CSWEA to jointly host an annual Management Conference.  The Committee will also sponsor a management education session in conjunction with the Annual Meeting.

5.18.5 Reports, Newsletter and Website

A written report is to be provided to the members at the Annual Meeting.  This report is to be submitted to the WWA Office at least 30 days before the Annual Meeting.

At least once each year, the Committee is to provide the Newsletter Committee with a report or article on Committee activities for publication in the WWA Newsletter.  In addition, the Committee shall provide the Newsletter Committee with at least one article on a current topic of interest to the Committee and the general WWA membership.

The Committee is responsible for providing Committee information for the WWA website.  Such information shall include the roster, mission statement, goals, action plan, calendar of activities, and meeting minutes.

5.19 MANUFACTURER/ASSOCIATES COUNCIL (MAC)
5.19.1 Mission Description

The Manufacturer/Associates Council strives to enhance and encourage the relationship between WWA and manufacturers, material and service suppliers and consultants.  The Committee shall work to develop programs and activities both professional and social that will benefit WWA members and manufacturers, material and service suppliers, and consultants.  The Committee will encourage additional manufacturers and associates to obtain membership in WWA.

5.19.2 Composition

The Committee includes a Chair selected by the WWA Chair, a Board Liaison, a Vice-Chair, a Secretary and other members selected by the Committee Chair.  The number of members shall be between six and nine including the Chairperson.  An equal mix of consulting engineers representatives and vendors/manufacturers’ representatives is encouraged.

5.19.3 Coordination

The Committee will coordinate its activities with the Board, the Annual Meeting Planning Committee, and the Joint Exposition Planning Committee.

5.19.4 Activities/Programs
The Committee will provide assistance for exhibits at the Annual Meeting, organize the “MAC” night function and help optimize the Annual Meeting.  The Committee, in cooperation with the Secretary-Treasurer shall plan and assist with the organization of the “meet and greet” function at the International AWWA Meeting.  The Committee shall also provide the Joint Exposition Planning Committee with assistance with exhibitions for the Joint Exposition.  
5.19.5 Reports, Newsletter and Website

A written report is given to the membership at the Annual Meeting.  This report is to be submitted to the WWA Office 30 days before the Annual Meeting.

At least once each year, the Committee is to provide the Newsletter Committee with a report or article on Committee activities for publication in the WWA Newsletter. 

The Committee is responsible for providing Committee information for the WWA website.  Such information shall include the roster, mission statement, goals, action plan, calendar of activities, and meeting minutes.

5.20 MEMBERSHIP

5.20.1 Mission Description

The Membership Committee shall encourage and promote new and continued membership in AWWA and WWA.  This includes membership of students, particularly those in fields that might lead to employment in the water utility industry.  The Committee shall promote the active participation of all members regardless of race, national origin, gender, religious preference, and handicaps.

5.20.2 Composition

The Committee includes a Chair, Vice Chair, Board Liaison, and additional members appointed by the Committee Chair.  Committee membership should provide for reasonable geographic coverage of the State.  The Committee should include some representation from the academic community.

5.20.3 Coordination

The Committee will coordinate its activities with AWWA and WWA Staff.

5.20.4 Activities/Programs

The Committee will meet or teleconference at least quarterly to monitor progress and to update recruiting plans as required.  Each year the Committee will develop a written plan including goals for new membership and membership retention as well as a budget for the Committee’s activities.  The Committee will coordinate its activities with the membership activities of AWWA as AWWA provides many opportunities for membership recruitment and retention as well as monthly reports and promotional materials.

The Committee will conduct a membership educational session during the Annual Meeting.  In addition, the Committee will maintain a membership recruitment booth at the Annual Meeting and will have membership materials available at all WWA seminars and events, including Operator Training seminars.

The Committee will maintain a close liaison with the academicians responsible for training future professionals in the water industry at both the university and technical college levels.  In addition, the Committee will encourage and prepare students to present papers at the Annual Meeting and AWWA Annual Conference.

5.20.5 Reports, Newsletter and Website
A written report is to be provided to the members at the Annual Meeting.  This report is to be submitted to the WWA Office at least 30 days before Annual Meeting.

At least once each year, the Committee is to provide the Newsletter Committee with a report or article on Committee activities for publication in the WWA Newsletter. 

The Committee is responsible for providing Committee information for the WWA website.  Such information shall include the roster, mission statement, goals, action plan, calendar of activities, and meeting minutes.
5.21 NEWSLETTER COMMITTEE

5.21.1 Mission Description

The Newsletter Committee shall solicit articles on items of interest for the newsletter.  The Committee shall solicit technical articles on issues such as system operation and maintenance for the newsletter.  Articles submitted may be used and edited at the discretion of the Editor. Contributing authors need not be WWA members.

5.21.2 Composition

The Committee includes a Chair, Vice Chair, Board Liaison, and additional members appointed by the Committee Chair.  Additionally, every Committee shall be represented by their respective Vice Chair’s or a Committee Member as appointed by each respective Committee Chair.

5.21.3 Coordination

The committee will coordinate its activities with the Board of Trustees, as well as other committees as necessary to the benefit of the organization and its members.

5.21.4 Activities/Programs

Committee activities shall be reported in the newsletter.  At least once each year, each committee shall provide the Newsletter Committee with a report on committee activities for publication in the newsletter.  In addition, each committee will be asked to submit one additional article for publication in the newsletter in order to increase committee involvement and use of the newsletter.  Current committee appointments shall also be reported in the newsletter periodically. The Committee shall also solicit articles on any other activities taking place at either the WWA or AWWA level.

Each newsletter shall contain messages from the International Director and WWA Chair.  The Public Service Commission of Wisconsin and the Wisconsin Department of Natural Resources will also be encouraged to contribute articles for each issue.

The fall issue of the newsletter is to provide information on the upcoming Annual Meeting.  The winter issue is to include a complete report on the Annual Meeting, including articles on the award winners.

Prompt distribution of the newsletter is important.  The Newsletter Committee is expected to set deadlines for articles and reports, and the distribution of the newsletter.  If articles or reports are not submitted by established deadlines, the Committee is expected to proceed with the issue without that material.

The newsletter is to be published in accordance with the policies established by the Board.
5.21.5 Reports, Newsletter and Website

The Committee is responsible for providing Committee information for the WWA website.  Such information shall include the roster, mission statement, goals, action plan, calendar of activities, and meeting minutes.
5.22 NOMINATING COMMITTEE

5.22.1 Mission Description

The Nominating Committee is responsible for nominating a slate of officers to manage the affairs of WWA for the coming year.

5.22.2 Composition

The Nominating Committee is to be composed of five past chairs, with the immediate past chair serving as Committee Chair, except in years when an International Director is to be nominated.  In those years the outgoing International Director shall serve as Committee Chair.  Any past chair who wishes to be nominated for International Director shall not be on the Committee.  Pursuant to AWWA Bylaws, the nominee for International Director shall be a past chair of the Section.

In the event that five past chairs are not available to serve, the Committee Chair shall nominate additional persons to serve on the Committee.  Those nominees shall be approved by the Board.

5.22.3 Coordination

The Committee will coordinate its activities with the Annual Meeting Planning Committee and the Newsletter Committee.

5.22.4 Guidelines/Activities
The Committee will solicit nominations for Trustee from the WWA membership.  This solicitation shall appear in the WWA Newsletter.  In addition, the Committee may solicit nominations from WWA committees.

The Committee shall screen and review all proposed candidates for the upcoming Board positions.  Every third year the Committee shall also screen and review all proposed candidates for International Director.  Upon review of the proposed candidates, the Committee shall establish a slate of nominees.  In establishing the slate of nominees, the Committee shall strive to provide for a reasonable balance of Board membership, considering (a) geographic location, (b) type of water sources (i.e., surface water or ground water sources), (c) utility and non-utility representation, and (d) small water system representation.

The nominating process is usually accomplished by means of one or two meetings called by the Committee Chair.

5.22.5 Reports, Newsletter and Website

The Committee Chair presents the nominations to the membership for the election to be held at the regular business meeting of the Annual Meeting.

At least once each year, the Committee is to provide the Newsletter Committee with a report or article on Committee activities for publication in the WWA Newsletter. 

The Committee is responsible for providing Committee information for the WWA website.  Such information shall include the roster, mission statement, goals, action plan, calendar of activities, and meeting minutes.

5.23 PSC LIAISON COMMITTEE

5.23.1 Mission Description

The PSC Liaison Committee is responsible for maintaining a means for communication and coordination between WWA and the Public Service Commission (PSC) on issues of interest to the Wisconsin water supply industry.  The Committee, in conjunction with the Legislative and Regulatory Affairs Committee, shall keep WWA membership informed of PSC regulatory activities.

5.23.2 Composition

The Committee includes a Chair, Vice Chair, a Board Liaison and additional members appointed by the Committee Chair.

5.23.3 Coordination

The Committee will coordinate its activities with the Legislative and Regulatory Affairs Committee.  A representative from this Committee shall serve on the Legislative and Regulatory Affairs Committee.

5.23.4 Activities/Programs
The Committee should meet regularly to discuss industry regulatory issues, and should schedule regular meetings with key members of the PSC staff to discuss these issues.  In addition, the Committee should solicit from the general membership items of concern that may be included as discussion items with the PSC.  The Committee may seek the advice and opinions of legal and accounting professionals and/or solicit the cooperation of other industry organizations to assist in discussions with the PSC.

5.23.5 Reports, Newsletter and Website

A written report is to be provided to the members at the Annual Meeting.  This report is to be submitted to the WWA Office at least 30 days prior to the Annual Meeting.  Interim reports may also be presented to the Trustees at regularly scheduled Board meetings.

At least once each year, the Committee is to provide the Newsletter Committee with a report or article on Committee activities for publication in the WWA Newsletter.  In addition, the Committee shall provide the Newsletter Committee with at least one article on a current topic of interest to the Committee and the general WWA membership.

The Committee is responsible for providing Committee information for the WWA website.  Such information shall include the roster, mission statement, goals, action plan, calendar of activities, and meeting minutes.

5.24 PAST CHAIRS COMMITTEE 

5.24.1 Mission Description

The Past Chairs Committee advises the Board on any matters that may be referred to it by the Board, as well as any other matters it may choose to consider.

5.24.2 Composition

The Committee is comprised of all living past chairs of WWA.  The most recent available WWA past chair serves as Committee Chair.

5.24.3 Coordination

The Committee will coordinate its activities with the Board.

5.24.4 Activities/Programs
The Committee will meet at least once annually at the Annual Meeting.  Arrangements for the meeting place, notification of the Committee members, and preparation of an agenda are the responsibility of the Committee Chair.  The Committee may meet or otherwise consider matters of interest throughout the year.

5.24.5 Reports
The group may report verbally or in writing to the membership at the Annual Meeting or to the Board at any time.

5.25 RESEARCH COMMITTEE

5.25.1 Mission Description

The mission of the Research Committee is to provide a link between WWA membership and the AWWA Research Foundation (AWWARF) and to provide information, education and networking opportunities for people in the Wisconsin water industry who have interest in research.  This is particularly important for individual members, since only AWWARF organizational members receive AWWARF publications.  The major functions of the Committee are planning, communication, and promoting Wisconsin AWWARF projects.

5.25.2 Composition

The Committee includes a Chair, Vice-Chair, a Board Liaison, and additional members selected by the Committee Chair.

5.25.3 Coordination

The Committee will coordinate with AWWARF.

5.25.4 Activities/Programs
The Committee shall solicit topics for research from water utilities and identify other research needs which are a priority for the Wisconsin water supply community.  The Committee shall submit these research needs to AWWARF to be considered in developing AWWARF's research plan.

The Committee will inform the WWA membership about AWWARF's activities and direction.  The Committee will also review proposals and comments on topics proposed for study by AWWARF.  The Committee will also inform AWWARF of the type and scope of research being done by WWA members for input into AWWARF's Research Technology Transfer System.

The Committee will plan and sponsor a research presentation at the WWA Annual Meeting.

The Committee shall solicit nominations and select a recipient for the WWA Research Award on an annual basis.  Research Award criteria and forms are contained in the Appendix.

5.25.5 Reports, Newsletter and Website

A written report on Committee activities and accomplishments shall be prepared and provided to the members at the Annual Meeting. This report is to be submitted to the WWA Office at least 30 days before Annual Meeting.  

At least once each year, the Committee is to provide the Newsletter Committee with a report or article on Committee activities for publication in the WWA Newsletter.  In addition, the Committee shall provide the Newsletter Committee with at least one article on a current topic of interest to the Committee and the general WWA membership.

The Committee is responsible for providing Committee information for the WWA website.  Such information shall include the roster, mission statement, goals, action plan, calendar of activities, and meeting minutes.

5.26 SAFETY COMMITTEE

5.26.1 Mission Description

The goal of the Safety Committee is to provide information, education, and networking opportunities for persons in the Wisconsin water industry who have interests in safety practices and equipment as applied to the water utility industry.  The Committee will provide networking opportunities through Committee meetings, telephone conferences, and educational activities. Information and education opportunities are provided through seminars and other WWA communication avenues.

5.26.2 Composition

The Committee includes a Chair, a Vice‑Chair, a Board Liaison, and additional members appointed by the Committee Chair.

5.26.3 Coordination
The Committee will coordinate its activities with the Education Committee and Annual Meeting Planning Committee.  The Committee may also work with the Wisconsin Rural Water Association, the Wisconsin Wastewater Operators Association, or electric utilities to further the program.

5.26.4 Activities/Programs
The Committee will conduct one or more safety seminars each year to promote safety to the water industry.  Topics may include the safe handling of chemicals, tools, machinery, ditches, and confined spaces.  The Committee will also promote participation in the International AWWA Safety Award Program.  The Committee may obtain safety videos and make them available to the WWA membership.

5.26.5 Reports, Newsletter and Website

A written report is to be provided to the members at the Annual Meeting.  This report is to be submitted to the WWA Office at least 30 days before the Annual Meeting.

At least once each year, the Committee is to provide the Newsletter Committee with a report or article on Committee activities for publication in the WWA Newsletter.  In addition, the Committee shall provide the Newsletter Committee with at least one article on a current topic of interest to the Committee and the general WWA membership.

The Committee is responsible for providing Committee information for the WWA website.  Such information shall include the roster, mission statement, goals, action plan, calendar of activities, and meeting minutes.

5.27 SMALL SYSTEMS COMMITTEE

5.27.1 Mission Description

The Committee will assess the needs of small water systems in Wisconsin, provide technical assistance and educational materials, conduct or coordinate training geared to small system operations, and coordinate recognition awards through programs of WWA and partnerships with other water industry organizations.

5.27.2 Composition

The Committee includes a Chair, Vice-Chair, one member who is also a member of the Wisconsin Rural Water Association, additional members appointed by the Committee Chair, and a Board Liaison.  Members should have particular knowledge of, or interest in small systems.

5.27.3 Coordination
The Committee will coordinate its activities with the Annual Meeting Planning Committee and Awards Committee.

5.27.4 Activities/Programs
The Committee shall focus its efforts on activities relating to Wisconsin small water systems.  The Committee shall annually assess current and future small systems needs, and revise Committee objectives as appropriate. The Committee will continue to explore methods of providing continuing education and training opportunities suited to the identified needs of small system operations.

The Committee will plan two to four hours of Annual Meeting programming with special emphasis to accommodate the interest of small systems.

The Committee may mail or email technical and educational information to all Wisconsin public water systems serving populations less than 10,000.  The mailings serve as both an outreach activity and as an encouragement for small systems to consider AWWA and WWA membership.

The Committee is responsible for administering the Small System Excellence Award, including nomination, selection, preparation of award, contacting the systems to be recognized, and presentation of the award at the Annual Meeting. This work will be coordinated with the Awards Committee.

The Committee will maintain close coordination with AWWA to take advantage of the Small Systems Programs made available.

The Committee will work to strengthen the strategic partnership between WWA and the Wisconsin Rural Water Association for the benefit of Wisconsin small water systems.  The Committee will also network with other organizations where possible to support Wisconsin small water systems and promote small system activities.

5.27.5 Reports, Newsletter and Website

At least once each year, the Committee is to provide the Newsletter Committee with a report or article on Committee activities for publication in the WWA Newsletter.  In addition, the Committee shall provide the Newsletter Committee with at least one article on a current topic of interest to the Committee and the general WWA membership.

The Committee is responsible for providing Committee information for the WWA website.  Such information shall include the roster, mission statement, goals, action plan, calendar of activities, and meeting minutes.

5.28 TOP OPS COMMITTEE 

5.28.1 Mission Description

The TOP OPS Committee will organize a TOP OPS competition to be held at the Annual Meeting to recognize and promote excellence and professionalism in all aspects of water utility operations.  TOP OPS is a question and answer contest that gives operators the opportunity to showcase their talents and increases operator participation in WWA activities.

WWA TOP OPS champions are eligible to compete in the national competition during the AWWA Annual Conference and Exposition.

5.28.2 Composition

The WWA Chair shall appoint the Committee Chair.  The Committee Chair will appoint at least five members to the Committee including a consultant, a manufacturers representative, a water operations supervisor and a WDNR certification representative.  

5.28.3 Coordination

The Committee will coordinate its activities with the Annual Meeting Planning Committee and Awards Committee.

5.28.4 Activities/Programs

The Committee will prepare at least 200 questions for the competition, solicit competitors, identify a moderator and judges, and provide equipment for the competition. The Committee will promote the TOP OPS competition through Newsletter articles.  The Committee will work with the Awards Committee for the purchase of awards for the competition.

5.28.5 Reports, Newsletter and Website

A written report on the activities of the Committee will be provided to the membership at the Annual Meeting and is to be submitted to the WWA Office at least 30 days before the Annual Meeting.

At least once each year, the Committee is to provide the Newsletter Committee with a report or article on Committee activities for publication in the WWA Newsletter. 

The Committee is responsible for providing Committee information for the WWA website.  Such information shall include the roster, mission statement, goals, action plan, calendar of activities, and meeting minutes.

5.29 TREATMENT OPERATIONS COMMITTEE

5.29.1 Mission Description

The Committee will provide information, education, and networking opportunities for the people in the Wisconsin water industry who have an interest in issues related to water utility treatment operations.  Information, education and networking opportunities will be provided through Committee meetings, telephone conferences, seminar activities, and other WWA communication avenues.

5.29.2 Composition

The Committee will consist of a Chair appointed by the WWA Chair, a Vice Chair, a Board Liaison, and additional members appointed by the Committee Chair.  The Committee Chair shall strive to appoint members from large, medium, and small utilities, and from both surface water and groundwater utilities.

5.29.3 Coordination
The Committee will coordinate its activities with the Education Committee and the Annual Meeting Planning Committee.

5.29.4 Activities/Programs
The Committee will organize and implement a treatment operations conference at three separate times and/or locations around the state. It will sponsor a treatment operations education session in conjunction with the Annual Meeting and will attempt to have the programs CEU accredited. The Committee will expand the Annual Meeting session to include exhibitor and/or hands-on training with relation to treatment operations.

5.29.5 Reports, Newsletter and Website

A written report is to be provided to the membership at the Annual Meeting and is to be submitted to the WWA Office at least 30 days before the Annual Meeting.

At least once each year, the Committee is to provide the Newsletter Committee with a report or article on Committee activities for publication in the WWA Newsletter.  In addition, the Committee shall provide the Newsletter Committee with at least one article on a current topic of interest to the Committee and the general WWA membership.

The Committee is responsible for providing Committee information for the WWA website.  Such information shall include the roster, mission statement, goals, action plan, calendar of activities, and meeting minutes.

5.30 WATER EFFICIENCY COMMITTEE

5.30.1 Committee Description

The Water Efficiency Committee works to promote awareness and benefits of wise water use in Wisconsin.
5.30.2 Mission Statement
Our mission is to build awareness and promote the benefits of water efficiency in Wisconsin. We will function as a clearinghouse for water providers, businesses, and the public on issues of water supply, source water quality, and best practices for residential, manufacturing, and agricultural water efficiency. We will focus primarily on water efficiency practices that contribute to maintaining adequate water supplies and healthy watersheds for future generations.

5.30.3 Composition

The Committee may consist of a Chair appointed by the WWA Chair. The Committee Chair will appoint a Vice Chair and other members of the Committee. The Committee will also include a Board Liaison.

5.30.4 Coordination

The Committee may coordinate with the Education, Public Image, Annual Meeting Planning and other Committees or organizations with similar missions.

5.30.5 Activities/Programs

The Committee will provide opportunities for WWA members to learn about water and energy efficiency through seminars, webinars, or other activities. The Committee may partner with other organizations with a similar mission to enhance effectiveness. The Committee will also collaborate with other water stewardship initiatives in the State of Wisconsin to relate storm water and wastewater management practices to the local drinking water industry. The Committee will provide the tools that ensure customer satisfaction and preparedness for future economic development while implementing efficient water management.

5.30.6 Reports, newsletter and Website

A written report on Committee activities and accomplishments shall be prepared on an annual basis and submitted to the WWA Office at least 30 days prior to the Annual Meeting. A written report of activities should be submitted to the Newsletter Committee for inclusion in that publication. 

At least once each year the Committee is to provide the Newsletter Committee with a report or article on Committee activities for publication in the WWA Newsletter. In addition, the Committee shall provide the Newsletter Committee with at lest one article on a current topic of interest to the Committee and the general WWA membership.

The Committee is responsible for providing Committee information for the WWA Website. Such information shall include the roster, mission statement, goals, action plans, calendar of activities and meeting minutes.

5.31 WISCONSIN WATER FOR THE WORLD COMMITTEE

5.31.1 Committee Description

The Wisconsin Water for the World Committee (WWW) works to provide resources for safe drinking water to people in in-need communities.  The Committee works to develop sustainable safe drinking water projects provide training in system operations, sanitation and health, and raise funds to implement these water and sanitation programs.
* In need communities shall be determined by a set of objective criteria and variables developed by the Wisconsin Water for the World Committee.  Please refer to the New Program Review Form located in the Wisconsin Water for the World Committee Guidance Documents Appendix.

5.31.2 Mission Statement

The international public service arm of WWA, with selected partners, will engage with identified in-need communities to assist them in working toward sustainable, essential water and sanitation projects and promote public health and education.

5.31.3 Composition

The Committee will consist of a Chair appointed by the WWA Chair.  The Committee will elect a Vice Chair, Secretary and Treasurer. The Committee will also include a Board Liaison. All committee members will be members of the American Water Works Association. 

5.31.4 Coordination
The Committee may coordinate project development and implementation with other service organizations including, but not limited to, Water for People, Agua Para la Salud, Engineers Without Borders, Rotary Clubs, and Wisconsin institutions of higher learning. 

The Committee is responsible for the review of the engineering and financial feasibility of proposed projects.  Review criteria will include engineering & design reviews by qualified committee members and demonstration of financial feasibility.  Reviews shall demonstrate sound, basic hydraulic engineering design principles and local economic sustainability of each project The Committee will utilize the Alternatives Analysis and Design Report Guidelines located in the Wisconsin Water for the World Committee Guidance Documents Appendix.

Projects will be reviewed by WWA Board of Trustees for compliance with the Guidance Documents prior to release of project funds.  During project implementation documentation of expenditures will be presented to the WWA Board of Trustees before the Board will vote on the release of funds. 

Volunteers who travel to the Committee’s project sites are responsible for completing the Travel Readiness Checklist and will sign the Travel Waiver Located in the Wisconsin Water for the World Committee Guidance Documents Appendix. 

5.31.5 Activities/Programs
This Committee will identify, develop, and carry out projects to improve drinking water quality for people in developing countries.  The Committee actively seeks support from the WWA membership through volunteered time, equipment, and funding to carry out its projects according to its mission. Funds raised may be used to purchase equipment and materials, provide in-country training to recipient communities, and – under the constraints of the Committee’s established travel policy – supplement travel expenses for members participating in implementation trips. No funding will be provided for professional services provided by Committee volunteers, nor for salary lost due to participation in projects.

The Committee also will act as primary liaison between the Wisconsin Water Association (WWA) and Non-Government Organization (NGO) contacts, community contacts, and other philanthropic organizations which support WWW projects. 

5.31.6 Reports, Newsletter and Website

Upon completion of each project, a report will be prepared identifying the physical improvements resulting from the project as well as a brief description of any educational activities undertaken to assist in sustaining both physical improvements and the sanitation habits of the project community.  Long term effectiveness and sustainability of the project shall be reviewed by performing periodic return visits to project sites and/or through periodic reviews and reports by in-country project partners.  Based on the results of return site visits and in-country project partner reviews, future project design, delivery, and implementation will be adjusted as needed to ensure continued effectiveness and long term physical and financial sustainability of each project. 

A written report on Committee activities, accomplishments, and potential future projects with rough budgets/funding mechanisms shall be prepared on an annual basis and submitted to the WWA secretary/treasurer at least 30 days prior to the Annual Meeting for budget and tax preparation purposes.  A written report of activities should be submitted to the Newsletter Committee for inclusion in that publication.

At least once each year, the Committee is to provide the Newsletter Committee with a report or article on Committee activities for publication in the WWA Newsletter.  In addition, the Committee shall provide the Newsletter Committee with at least one article on a current topic of interest to the Committee and the general WWA membership.

The Committee is responsible for providing Committee information for the WWA website.  Such information shall include the roster, mission statement, goals, action plan, calendar of activities, and meeting minutes.

5.32 YOUNG PROFESSIONALS COMMITTEE

5.32.1 Mission Description

The Committee will work with and develop the energy, innovation, talent, and ideas of young individuals in WWA for advancement of the industry and WWA goals.

5.32.2 Composition

The Committee will consist of a Chair appointed by the WWA Chair, a Vice Chair, a Board Liaison, and additional Committee members as appointed by the Committee Chair.  

5.32.3 Coordination

The Committee will coordinate its activities with the Annual Meeting Planning Committee, Awards Committee, Information Technology Committee, and Water for People Committee.

5.32.4 Activities/Programs

The Committee will organize a reception for young professionals at the Annual Meeting, provide a scholarship program, and maintain a web site advertising program.  The Committee shall assist in soliciting nominations for the Young Professionals Award and presenting the award at the Annual Meeting.

The Committee will solicit young professionals to submit poster presentations for the WWA Annual Meeting.  The Committee will also develop a partnership with the Water for People Committee to help students develop student chapters.

5.32.5 Reports, Newsletter and Website

A written report on Committee activities and accomplishments shall be prepared and provided to the WWA Office at least 30 days prior to the Annual Meeting.  A written report of activities should be submitted to the Newsletter Committee for inclusion in that publication. 

At least once each year, the Committee is to provide the Newsletter Committee with a report or article on Committee activities for publication in the WWA Newsletter.  In addition, the Committee shall provide the Newsletter Committee with at least one article on a current topic of interest to the Committee and the general WWA membership.

The Committee is responsible for providing Committee information for the WWA website.  Such information shall include the roster, mission statement, goals, action plan, calendar of activities, and meeting minutes.
6.0 AD HOC COMMITTEES

The WWA Chair may appoint ad hoc committees at any time to address current issues or needs.  This section includes descriptions of ad hoc committees that are commonly used, but may not be required every year.

6.1. BYLAWS/OPERATIONS MANUAL COMMITTEE

6.1.1 Mission Description

The Bylaws/Operations Manual Committee is responsible for ensuring that the WWA Bylaws and the WWA Operations Manual accurately reflect the practices of the WWA and are consistent with the Bylaws and Governing Documents of the American Water Works Association.

6.1.2 Composition

The Committee includes a Chair appointed by the WWA Chair, and at least one Board member who will act as Board Liaison.  The Committee Chair shall choose other Committee members, and this selection should draw heavily on the experience of past officers and others who have been active in WWA.

6.1.3 Coordination
This Committee will coordinate its activities with the Board.

6.1.4 Activities/Programs
The Committee is to review the WWA Bylaws and the WWA Operations Manual on at least a biannual basis.  The Bylaws should be reviewed in those years in which the Annual Meeting is in an even numbered year and the Operations Manual in those years in which the Annual Meeting is in an odd numbered year.  If revisions to the Bylaws are necessary or desirable the Committee will draft suggested language for such revisions in a timely fashion for processing in accordance with the requirements of the Bylaws.  If revisions to the Operations Manual are indicated, the Committee will prepare such revisions so that a revised draft can be submitted to the Board for approval prior to the Annual Meeting.

6.1.5 Reports

The Committee shall report to the Board.

6.2 MEMBERSHIP DIRECTORY COMMITTEE

6.2.1 Mission Description

The Membership Directory Committee is responsible for the preparation of a directory of the membership of WWA.  The directory shall be updated every other year.

6.2.2 Composition

The Committee includes a Chair, the Secretary-Treasurer who shall be the Board Liaison, a representative from the Manufacturers/Associates Council, a representative from the Membership Committee, and the Member Services Coordinator.

6.2.3 Coordination

The Committee will coordinate its activities with AWWA, the Membership Committee, and the Manufacturers/Associates Council.

6.2.4 Activities/Programs
The directory is to be published in accordance with the current policies of the Board and shall be distributed free of charge only to WWA members.

6.2.5 Report

The Committee shall report to the Board.

6.3 SITE SELECTION COMMITTEE

6.3.1 Mission Description

This Committee will select the site for the Annual Meeting.  Goals for site selection include accommodations for the meeting under one roof, providing unlimited space for sleeping rooms, technical sessions, banquet and social hour, and exhibitors.  Room rates should be reasonable.  Secondary considerations include site rotation, area of the state, available restaurants, spouse/friend program variety, and accessibility.

6.3.2 Composition

The Committee will consist of the Secretary‑Treasurer who will serve as the Committee Chair, a member of WWA Staff, a member of the Manufacturers/Associates Council appointed by the WWA Chair, and other members appointed by the Committee Chair.

6.3.3 Coordination
This Committee will coordinate its activities with the Board.

6.3.4 Activities/Programs
The Committee shall meet as required to make the site selection.

6.3.5 Reports

The Committee shall report to the Board.
7.0 OPERATIONAL CALENDAR

The following is a general outline of the timing of key activities for WWA

	Month
	Key Activities

	January
	· Winter Newsletter

· New Officers and committee chairs installed

· Perform annual audit

	February
	· 

	March
	· Final audit report approved by the Board

	April
	· 

	May
	· Spring Newsletter

	June
	· 

	July
	· 

	August
	· Annual committee reports due

	September
	· Fall Newsletter

· Annual Meeting

· Election of Officers

	October
	· Committee rosters updated and finalized

· Committee budgets due

· Committees update next year mission statement action plans and calendar

	November
	· Annual Leadership Meeting

· Education calendar for next year finalized

	December
	· Final budget for next year approved by the Board


8.0 SECTION POLICIES

8.1 FINANCIAL POLICIES

8.1.1 Operational and Fiscal Year  (Adopted February 5, 2003)
The WWA operational and fiscal years will coincide with the calendar year.  Terms for volunteer leaders will also follow this calendar.

8.1.2 Accounting Method  (Adopted February 5, 2003)

The WWA shall use the Accrual Accounting method.

8.1.3 Operating and Capital Reserve Fund Policy
8.1.3.1
Purpose

The purpose of the Wisconsin Water Association (WWA) Operating and Working Capital Reserve Fund Policy is to ensure sufficient liquidity for month-to-month operational needs, to maintain the ability to fully operate the organization for a period of at least 90 days without income, and to fund future expenses for Board‑approved projects or activities. 

8.1.3.2
Operating Reserve Fund

The Operating Reserve Fund will be used to meet the WWA’s month-to-month operational needs, which include funding operational expenses and expenses occurring as the result of anticipated or unanticipated activities or events.  The reserve goal will be to maintain between seventy-five (75) percent (%) and one hundred (100) percent (%) of the average total monthly expenses during any given fiscal year.

8.1.3.3
Capital Reserve Fund

The Capital Reserve Fund will be used to maintain the WWA’s ability to fully operate the organization for a period of at least 90 days without income.  The Capital Reserve Fund should be used for items such as unexpected future expenses, capital projects, and fixed asset purchases or other items as approved by the Board of Trustees.  The Capital Reserve goal will be three (3) month’s equivalent of the average total monthly expenses for the prior fiscal year.

8.1.3.4
Investment Requirements

The WWA Board of Trustees authorizes the following investment types:  interest bearing checking and savings accounts, money market accounts, certificates of deposit, direct obligations of the United States Treasury, or other investments as approved by the Board of Trustees.  All accounts must be in a federally insured financial institution. The Board will approve designated depositories for Association funds on the request of the Secretary/Treasurer.  The WWA Audit Committee will provide investment guidelines.

8.1.4 Contract Authorization 

The Secretary‑Treasurer is authorized to negotiate and sign all hotel agreements for meetings, seminars, and conferences.  All other contracts shall be approved by the Board of Trustees.

8.1.5 Expenses - Unplanned

WWA may incur an expense that is unplanned: i.e., it was not budgeted and did not receive Board approval at a preceding Board meeting.  The Board may approve the expenditure by a written letter ballot (via facsimile, mail, or email) or as a last resort, a simple majority of the Board via a telephone survey if a formal Board meeting is not scheduled or timely.

8.1.6 Implementation of Dues Assessments
Notification of the WWA membership is required at least sixty (60) days before a change in the amount of the annual dues assessment will be effective.

8.1.7 Student Membership Policy  (Adopted May 12, 2006)

The Wisconsin Water Association (WWA) seeks to develop and encourage student interest in a career in the water supply industry by 1) promoting student memberships in the American Water Works (AWWA); and 2) establishing student chapters at universities, technical schools, and vocational schools throughout the state.  In order to facilitate such objectives, WWA will provide a 100% reimbursement of the student membership fee in AWWA for the first year of membership and a 50% reimbursement of student membership fees for every year after that provided they are a student in a water related field.  It will be the responsibility of the student to register for AWWA membership and submit a reimbursement request to WWA.

8.2 OPERATIONS POLICIES

8.2.1 Balanced Membership Segment Board Representation Policy


(Adopted July 14, 2001)

The Wisconsin Water Association (WWA) Bylaws do not require specific membership segment (Water Utility, Organization Member or Individual Member) or geographical representation based on Wisconsin Department of Natural Resources District representation to the Board of Trustees.  Board qualifications are based on who is the best qualified to serve, what skills and competencies a nominee brings to the Board, and what the nominee’s Board participation contributes to the achievement of the goals and purpose of WWA.  With the preceding nomination factors taken into consideration, it is the policy of the WWA Board of Trustees that Board member representation shall be balanced to accurately represent the Association’s various membership segments and geographical diversity.

8.2.2 Board Meetings

WWA will provide lunch for Board Members and their spouses during one (1) day Board meetings.  Invited committee chairs and guests present will be asked to join the Board for lunch.  If the Board meeting extends into a second day, WWA will pay for an evening meal the first night and a breakfast the next morning for Board members and their spouses.  Other than stated above, WWA does not reimburse Board members or committee chairs for travel, lodging, or other meals unless specific Board action has been taken to authorize such reimbursement.

8.2.3 Committee Membership

All committee chairs and members must be members of AWWA and WWA.  The only exception is the liaison of other associations.

8.2.4 Committee Meetings

WWA will provide lunch for committee members if a scheduled committee meeting extends into the lunch hour.  WWA does not reimburse travel, lodging, or other meal expenses for committee meetings.

8.2.5 AWWA Board Meetings
In years when there is a change in Director, the Incoming Director will be allowed to attend the AWWA winter meeting with travel, lodging, and meal expenses paid by WWA.

8.2.6 AWWA Election

The Wisconsin Water Association recognizes the importance of being involved with water issues on a national level.  To this end, WWA will make every effort to be kept up to date on these issues.  Part of this effort will entail the makeup of AWWA leadership on a national level.  The International Director will, on an annual basis prior to the election of AWWA officers, make a report to the WWA Board on the candidates for AWWA Office.  With the advice of the International Director, the Board may formally endorse a candidate or candidates for AWWA Office.

8.2.7 Lobbying Declarations

WWA cannot use more than twenty (20%) percent of its operating revenue for lobbying efforts.  This must include the time of volunteers.

8.2.8 Official Statements

Statements issued to express the official policy of WWA shall be approved by the Board of Trustees or WWA Chair.  Statements that may be inconsistent with WWA policies or in respect of which no official policy has been taken, shall specifically state that the views expressed are not those of WWA.  The Chair, or the Chair's designee, may testify regarding any matter in a manner consistent with official policy of WWA.

8.2.9 Decision Process for Issues of Concern  (Adopted September 20, 2001)

The following is a guidance policy that establishes a process to be followed in dealing with requests for WWA involvement on issues of concern:

1. A WWA member or committee shall present the issue(s) of concern in a written request form to the WWA Chair or Secretary/Treasurer.

2. The following information shall be requested:  define the issue; identify member(s) or committee(s) that are involved in the issue and state all perspectives concerning the issue(s); state the extent of WWA’s current or projected involvement and indicate a time schedule by which a response is required.
3. The WWA Chair or Secretary/Treasurer shall acknowledge the receipt of the written request within two weeks and advise the member(s) or committee(s) of any additional information required.  A description of the process and a time schedule for the decision shall be included in the written response by the WWA Chair or Secretary/Treasurer.
4. Upon receiving all appropriate information, the Board of Trustees shall determine if the Board of Trustees will address the request or if the request shall be forwarded to the appropriate WWA standing committee or if the Board of Trustees shall establish an Ad Hoc committee to address the issue of concern..

5. Within thirty (30) days, the Board of Trustees or the assigned standing or Ad Hoc committee shall make a specific recommendation to the Board of Trustees.

6. The Board of Trustees shall make a decision on the issue after receiving a recommendation.

7. The issue(s) of concern vary widely.  Therefore, the issue(s) presented to the WWA will be addressed on a case-by-case basis.

8. The process set forth above may be expedited if the issue of concern requires a faster response.

9. The process does not prohibit the Board of Trustees from addressing issues of concern on its own merit.

8.2.10 Letter Ballot Procedure

A letter ballot (via facsimile, mail or email) can be used to determine consensus of the Board of Trustees when an issue arises that requires the approval of the Board before the next scheduled meeting, and for minor issues in order to reduce time requirements at regular meetings.  A letter ballot is prepared, and at least a one-week response time is provided between the issue date and closing date.

8.2.11 Records Retention

The history of an organization is defined by the documents in the file.  Maintaining certain records in the files is of benefit to WWA.

In the interest of maintaining these records consistently, the following guidelines will apply:

1.
A permanent record of the following documents shall be maintained by the year:

a.
Minutes of the Board of Trustees Meetings.

b.
Financial Auditors Report.

c.
Financial Annual Report.

d.
Newsletters.

e.
Annual Meeting Registration List.

f.
Committees Chair - Summary List.

g.
Annual Meeting Program.

h.
Annual Association Activities Report.

i.
Operations Manual.

j.
Administrative Staff Contracts.

k.
List of Association Awards.

2.
The following documents shall be maintained for seven years:

a.
Minutes of Committees.

b.
Invoices.

c.
All Financial Records.


d.
Completed IRS Tax Forms.

3.
The general files such as correspondences, memos, and other related files shall be reviewed each year by the Secretary-Treasurer or his/her designee.

4.
All committee chairs will maintain minutes of each committee meeting for three years.

5.
The files shall be maintained with the Secretary-Treasurer or his/her designee.

6.
The files maintained for seven years shall be reviewed each year and be discarded as appropriate by the Secretary-Treasurer or his/her designee.

8.2.12 Distribution of Membership Directory

Requests have been received periodically from various individuals, vendors, and organizations to receive WWA's membership list.

In the interest of handling these requests fairly, consistently, and in the best interest of the WWA members, the following guidelines shall apply:

1. Each WWA member shall receive one copy of the membership directory.  (This directory is printed every alternate year.)

2. The membership directory in address labels or electronic format will not be sold to any members, individuals, organizations, or vendors in order to prevent commercial benefit and/or use of the list for marketing purposes. 

3. The membership directory/mailing list is to be used for the benefit of the WWA in contacting or distributing information that may be of interest to the members.  Requests from WWA members or other organizations to obtain the mailing list should be directed to the Member Services Coordinator and are subject to the approval of the WWA Board.

4. All requests for a membership list from a non‑member shall be directed to the AWWA Headquarters Office located in Denver, Colorado.
5. Any exceptions to this policy must be submitted in writing to the WWA Board of Trustees.

8.2.13 Web Site Policy
The Wisconsin Water Association (WWA) website, www.wiawwa.org shall be maintained for the benefit of its members and as a tool to disseminate information, facilitate communication and market the Association to interested persons or entitles.  All requests for posting of content must come from the committees or directly from WWA members and should be judged beneficial to the membership at large.  All content should be directed to the Member Services Coordinator.  Advertising is acceptable on the website’s ‘home page’ in the form of logo ads.  These ads shall only be accepted from companies and businesses that have a genuine interest in the water treatment and supply field.  The WWA Board reserves the right to reject any advertiser.

The management of the website shall be the responsibility of the WWA webmaster.  The Member Services Coordinator shall supervise the Webmaster and coordinate direct postings, content, updates and removal of content from the website as deemed necessary.  The Member Services Coordinator may consult with the Chair of the Information, Technology & Security Committee for review of certain requests as deemed necessary.

8.2.14 Conference and Seminar Attendance List

If requested by a WWA member, WWA will provide name and affiliation of conference and seminar attendees.

8.3 POLICIES APPLICABLE TO CONFERENCES AND OTHER EVENTS

8.3.1 Function Charges

WWA shall charge non‑members approximately 25% more than the member price for WWA functions.  Requests for exceptions shall be directed to the Board.  WWA shall charge students a fee of $25 to attend WWA seminars.

8.3.2 Speaker Honorarium

Speaker honorarium for presentations at the Annual Meeting technical program or at other technical seminars must be approved by the Board.  It is WWA's intent to allow reasonable fees to be paid for good speakers who normally are paid for their presentation.
8.3.3 Technical Paper Speakers

A complimentary registration to a technical paper speaker will be offered only in the event a speaker does not otherwise plan to attend the Annual Meeting.  If such a speaker plans to attend only on the day of his/her presentation, the registration will be waived.  If a meal is part of the day’s registration, that meal will be offered to the speaker.

8.3.4 Complimentary Registrations

8.3.4.1
Purpose

The purpose of the Wisconsin Water Association (WWA) Complimentary Registration Policy is to ensure consistency with speakers who receive a complimentary registration to a WWA education and training event in lieu of an honorarium or some other type of speaker fees.

8.3.4.2
Annual Meeting & Water Utility Expo Speaker

A complimentary registration will be offered based on the following criteria:  If such speaker plans to attend only the Annual Meeting & Water Utility Expo on the day of his/her presentation, the registration fee will be waived for that day only.  If such speaker plans to attend the other days of the Annual Meeting, a pro-rated registration fee will be charged.  The complimentary registration includes all events and functions for the day.

8.3.4.3
Other WWA Education and Training Events

A complimentary registration will be given to all speakers who are listed on the program for a WWA education or training event.  At the discretion of the Board of Trustees, a complimentary registration may be given to a committee member who is performing extraordinary volunteer responsibilities at a WWA education or training event.

8.3.4.4
Board Liaison Complimentary Registration
Board members who request to attend a WWA education and training event, excluding the Annual Meeting & Water Utility Expo, in his/her role as a Board Liaison to a WWA Committee, will receive a complimentary registration for one day of a single day conference/seminar or for one day of a multiple day event.

8.3.4.5
Top Ops Participants Complementary Registration

WWA members and non-members who participate in the Top Ops competition held in conjunction with the Annual Meeting will be given a one day complimentary registration to the Annual Meeting for the day of the competition.
8.3.5 Visiting Dignitaries

Complimentary registration and tickets for meals and other functions shall be offered to the designated visiting officers and their spouse from the (6) neighboring Sections.  These Sections shall include Ohio, Illinois, Michigan, Indiana, Minnesota, and Ontario.

8.3.6 Complimentary Rooms

WWA will provide a room at the WWA Annual Meeting for the Chair, AWWA National Representative, Secretary‑Treasurer, and Administrative Staff.  Any other complimentary room will be provided on an as needed basis by the Secretary‑Treasurer with approval of the Chair.

8.3.7 Gifts/Honorariums

WWA will provide a registration gift to the visiting National Representative.  A plaque shall be provided for the outgoing Chair, Trustees, International Director, and Secretary‑Treasurer.

8.3.8 Hospitality Rooms

Hospitality rooms shall remain closed during technical sessions and at other times as established by the Board at the Annual Meeting.

8.3.9 Exhibits-Attendance by Children

Children (under age 18) shall not be present at WWA exhibits during move-in and move-out.  Children may attend exhibits during normal show hours under the supervision of an adult.

8.3.10 Attendance at Neighboring Sections’ Annual Conferences

The WWA Chair or his or her designee will have their expenses paid for when officially representing WWA at the Annual Section Meetings of neighboring sections.  These Sections shall include Ohio, Illinois, Indiana, Michigan, Minnesota, and Ontario.

8.3.11 AWWA International Conference and Exposition - Meet and Greet

The Board recommends having a Wisconsin Water Association - Meet and Greet at the AWWA Annual Conference and Exposition.  The MAC Committee and the Secretary‑Treasurer shall coordinate the planning of this function.

8.3.12 Vendors at Conferences

WWA may provide opportunities for vendors to display and advertise at WWA educational seminars and conferences.  WWA believes that vendor presence at WWA educational seminars and conferences is a benefit to both vendors and attendees.  Vendors who display at WWA educational seminars or conferences shall pay the exhibit fee established by the WWA Board.  Donations of product, materials, time or any other item of value may not be considered as payment for the exhibit fee without action from the WWA Board or its Executive Committee.

8.4 POLICIES APPLICABLE TO WWA STAFF
8.4.1 Speaker, Staff, and Volunteer Expense Policy
WWA will reimburse all necessary and reasonable expenses incurred by staff conducting approved WWA business.  WWA will also reimburse all necessary and reasonable expenses incurred by volunteers, and speakers/trainers conducting approved WWA business if the Board of Trustees has pre-approved expense reimbursement for those volunteers and/or speakers/trainers.  This includes all costs associated with attendance at meetings on behalf of the Association where the Board of Trustees has pre-approved expense reimbursement.

WWA requests all receipts with a dollar value of $5 or more be submitted for reimbursement.  A WWA expense statement form must be submitted with accompanying receipts no later than 30 days after the event reimbursement.

When traveling for WWA, there will be no reimbursement for any expense incurred by or for a spouse except lodging.  If accompanied by a spouse, the room allowance will be for a double rate.  All expenses of a personal nature will be the responsibility of the individual.  Personal expenses include laundry service, in-room movies, alcoholic beverages, business phone calls, and other similar personal expenditures.

Individuals traveling at WWA’s expense are expected to pay their own expenses and claim reimbursement for such expenses on a WWA Expense Statement.  Reimbursement will be made promptly after receipt of a properly completed expense form.

8.4.1.1
Reimbursed Expenses

The following are expenses for which staff shall be reimbursed, and for which volunteers and/or speakers/trainers may be reimbursed with Board of Trustee pre-approval.

Airfare:  WWA will reimburse the cost of a coach fare to and from Association related business.  Air travel arrangements will be made in a timely manner so as to obtain the best available fares.  If the individual traveling on behalf of WWA would like to fly in an upgraded class level, WWA will reimburse the individual for coach fare only.  Any airfare cost above coach class or the best airfare available will be the responsibility of the individual.

Auto Mileage:  WWA will reimburse at the maximum business mileage rate allowed per mile by the Internal Revenue Service to and from the destination.

Other Transportation:  Taxis, bus, airport shuttle, etc. expenses will be reimbursed.  Cost of a rental vehicle will be reimbursed with the advance approval of the Board of Trustees.

Lodging:  Individuals traveling on WWA business will be expected to stay at the meeting site hotel.  Any room upgrades from the standard rates are the responsibility of the individual.

Meal Expenses:  Reasonable costs for meals, when not offered at a WWA related function will be reimbursed.  The cost of alcoholic beverages will be the responsibility of the individual.

Telephone Calls:  Telephone calls pertaining to WWA business or a telephone call home per day while traveling on behalf of the Association will be reimbursed.
8.4.2 WWA Staff Earned Time Policy  (Adopted January 16, 2003)

This Earned Time (ET) Policy provides part-time and full-time staff members with an entitlement of days off from work with pay. 

8.4.2.1
ET Accrual Criteria

ET is earned based on the following criteria:

	ET Component
	Benefit for Full-Time Employee

(2080 hours per year)

	Designated Holidays
	Six days

	Floating Holiday
	One day

	Illness and Personal Time
	Six days

	Vacation
	Ten days in First Year.  One additional day for each additional year of employment up to a maximum of 25 days total


ET is earned on an employment year basis for each hour of work for both full-time and part-time employees.  The minutes earned per hour worked will be based on the above criteria.  The following schedule summarizes example calculations:

	Completed Years of Employment
	Accrued ET (in minutes) per Hour Worked

	Less than 1 year
	5.308

	After 6 years
	6.462

	After 11 years
	7.615

	After 16 years
	8.769


8.4.2.2
ET Usage

ET earned for holidays must be used on the following days:

· Memorial Day

· Independence Day

· Labor Day

· Thanksgiving

· Christmas

· New Year’s Day

Earned ET that is not for designated holidays may be used for vacation, personal time (funerals, time off to care for dependents, etc.) and illness.  ET must be scheduled in advance and approved by employee supervisors, except in cases of illness or emergency.  Staff members may schedule ET in whole or half days, but not less than one half-day.  An employee, with the approval of the Secretary-Treasurer, may, under extenuating circumstances “borrow” up to 5 days of earned time from their earned time bank.

8.4.2.3
ET Carry Over

Unused non-holiday ET may be carried over into subsequent years up to a cumulative maximum of 25 days.

8.4.2.4
Paid ET for Terminating Employees

Employees will be paid either their earned but unused ET or up to a maximum of 25 days.

8.4.3 Personnel Committee
The Executive Committee of the Board of Trustees will assume the responsibilities of a “personnel committee” in terms of directing and evaluating the performance of WWA staff.  The WWA Chair and Secretary-Treasurer shall conduct the performance evaluation of WWA staff.

APPENDICES

APPENDIX A

BYLAWS
THE BYLAWS OF THE WISCONSIN WATER ASSOCIATION, INC.
(As Approved by the AWWA Board of Directors, January 21, 2011)

Article I – NAME
The name of this organization shall be the Wisconsin Water Association, Inc.  The Wisconsin Water Association, Inc. shall be a Section of the American Water Works Association.  In these bylaws, the Wisconsin Water Association, Inc. shall be referred to as the “Section.”  The American Water Works Association shall hereinafter be referred to as “AWWA” or the "Association."

Article II – OBJECTIVES
The objectives of this Section are to:  (a) promote public health, safety, and welfare through the improvement of the quality and quantity of water delivered to the public and the development and furtherance of understanding of the problems relating thereto as noted in the AWWA Articles of Incorporation; and (b) engage in any other legal purposes approved by the Section Board of Trustees.

Article III – HEADQUARTERS AND OPERATIONS
3.1
The headquarters of the Section shall be at the office of the Secretary of the Section, unless otherwise designated by the Section Board of Trustees. 

3.2
All matters pertaining to the operation of the Section shall be in accordance with the AWWA Articles of Incorporation, the AWWA Bylaws, and the AWWA Governing Documents and with the Section’s Articles of Incorporation, these bylaws, and Chapter 181 of the Wisconsin Statutes.

Article IV – MEMBERSHIP
4.1
The membership of the Section shall consist of those members of the American Water Works Association residing in or having principal business activity in Wisconsin and those assigned to the Section by the AWWA Executive Director.

4.2
The geographic boundaries of the Wisconsin Water Association, Inc. are defined as the State of Wisconsin.

Article V – ELIGIBILITY TO VOTE
5.1
All members of the Section in good standing, including multi-section members, are eligible to vote.

5.2
Occasions where a vote of the membership is required include: the election of the Section Board of Trustees and Section officers; approval of a proposed amendment of these bylaws; or any other event for which the Section Board of Trustees requires a vote of the Section membership. 

Article VI – SECTION FINANCES

6.1. The fiscal year of the corporation shall end on December 31.

6.2
In addition to any other powers provided herein or by law, the Board of Trustees may authorize one or more officers or staff of the corporation to execute and deliver instruments, open bank accounts, execute checks and drafts in the name of the corporation, make or obtain loans, and sell, assign, or pledge securities either singly or any combination thereof.

6.3
Dues: Dues shall be assessed against members as required for membership in AWWA.  The Section may, in accordance with the procedures defined in the AWWA Governing Documents and established AWWA guidelines, apply for permission to levy a dues assessment.  The dues assessment would be levied annually at the time of membership renewal, and the revenue collected would be used to increase the funds available for Section uses, consistent with the objectives identified in Article II.  Once approved, changes in a Section assessment can be authorized by a vote of the Section Board of Trustees for submission to and approval by the AWWA Board of Directors.

6.4
Fees: The Section reserves the right to collect fees for Section activities and events, as appropriate (e.g., registration fees for annual meetings, teleconferences, and other educational programs).  Such fees will be established in accordance with these bylaws, the policies and procedures of the Section, AWWA Governing Documents, and AWWA Bylaws.

6.5
Financial Controls: All Section finances shall be managed in accord with these bylaws, the Section's policies and procedures, AWWA Bylaws, AWWA Governing Documents, and all applicable federal and state financial rules and regulations.  The Section shall conduct, on an annual basis, an independent audit of all Section finances.  The audit shall be conducted by a qualified financial advisor who is neither an employee of the Section nor member of the Section Board of Trustees. 

Article VII – SECTION GOVERNANCE
7.1
Authority and Purpose of the Section Board of Trustees
7.1.1
The Section Board of Trustees assumes the primary responsibility for operating the Section.  The Section Board of Trustees shall operate the Section in a manner which is consistent with the AWWA Articles of Incorporation, AWWA Bylaws, and AWWA Governing Documents.

7.2
Members and Structure of the Section Board of Trustees
7.2.1
The Section Board of Trustees shall consist of a Past-Chair, a Chair, Vice-Chair and/or Chair-Elect, a Secretary and Treasurer (or a combined Secretary-Treasurer), Director, Senior Trustee, two or more Trustees, and such other officers and members as the Section Board of Trustees deem necessary for the proper functioning of the Section.  

7.2 All members of the Section Board of Trustees shall be elected by the Section membership, with the exception that the Secretary and Treasurer (or combined Secretary-Treasurer) may be elected by the membership or appointed by the governing board.

7.3 Eligibility to Serve on Section Board of Trustees

7.3.1
Any member of the Section, including a multi-section member, shall be eligible to hold elective office in the Section.  Multi-Section members may hold office in only one section at a time.

7. 3.2
Two or more offices may not be run for or held by the same individual, with the exception of the offices of Secretary and Treasurer.

7.4
Nominations for Members of the Section Board of Trustees
7.4.1
The Section shall conduct an appropriate nomination and election process for all elected positions.

7.4.2
The Director shall be nominated and elected in a manner consistent with Article III of the AWWA Bylaws.

7.4.3
For all elected positions other than Director, a Nominating Committee should be appointed by the chair of the Section Board of Trustees.  The Nominating Committee should consist of a minimum of the immediate past-chair and either the next two most immediate past-chairs or any other members that the chair deems appropriate, based on knowledge of and experience in the Section. 

7.5
Election of Members of the Section Board of Trustees
7.5.1
Members of the Board of Trustees will be elected at the annual business meeting of the Section.  The voting process should be established and administered by the Board of Trustees in accordance with these bylaws and the AWWA Bylaws and AWWA Governing Documents.

7.6
Terms of Office for Section Board of Trustees
7.6.1
The Director shall be elected for a term of three years or as otherwise required by the AWWA Bylaws.

7.6.2
The terms of the Chair, Vice-Chair, Senior Trustee, and Past-Chair shall be one (1) year. These terms shall commence January 1 immediately following the Annual Meeting/Conference at which they are elected or succeed to office, and shall terminate on December 31 of that calendar year.  

7.6.3 The term of office of a Trustee shall be two years, commencing on January 1 of the calendar year following the Annual Meeting/Conference at which they are elected to office and ending two years later and shall be limited to two consecutive terms. 

7.6.4
The term of Secretary, Treasurer, or combined Secretary-Treasurer shall be one calendar year.  The Secretary, Treasurer, or combined Secretary-Treasurer can be reappointed each year by the Section Board of Trustees and the number of terms shall not be limited.  

7.7
Vacancies on Section Board of Trustees
7.7.1
In the case of a vacancy in the office of the Chair, Vice-Chair, Senior Trustee, Trustee, Secretary, Treasurer (or Secretary-Treasurer), the Chair or in the absence of the Chair, the Vice-Chair of the Section Board of Trustees, shall appoint a suitable replacement to complete the term of the vacant position. 

7.8
Duties of Section Board of Trustees
The duties of each office shall include, but not be limited to, duties prescribed by law and those additional duties set forth below.  The Chair may assign additional duties to any officer, as the Chair deems appropriate.

1.
Chair.  The Chair shall generally manage the day-to-day operations of the Section, subject to the direction of the Board of Trustees.  The Chair shall preside at all meetings of the Board of Trustees and members.

2.
Vice-Chair.  The Vice-Chair shall exercise the duties of the Chair in the absence or incapacity of the Chair.  If the Chair should die, resign, or be removed from office, the Vice-Chair shall succeed to the office of the Chair.

3.
The Senior Trustee shall exercise the duties of the Chair in the event of the absence or incapacity of the Chair and Vice-Chair.  The Senior Trustee shall be the successor to the Vice-Chair in the event that the Vice-Chair should die, resign, be removed from office, or succeed to the office of Chair.

4.
Secretary.  The Secretary shall maintain all records of the Section and shall prepare minutes of all meetings of the board of directors and members. The offices of Secretary and Treasurer may be combined.

5.
Treasurer.  The Treasurer shall have custody of the funds of the Section and shall maintain all financial records of the Section. The Treasurer shall report to the Chair, Board of Trustees, and members on the financial status of the Section.

6.
Director. The Director shall serve on the Board of Trustees, and serves as the Section’s representative to the Association.


The Section Board of Trustees shall establish the duties for all members of the Section Board of Trustees, other than the Director. 


Officers and Directors shall receive no compensation but shall be entitled to reimbursement of out-of-pocket expenses as approved by the Board of Trustees.

Article VIII – MEETINGS
8.1  
The Section Board of Trustees shall meet at least once each year, other than the Annual       meeting, to conduct the business of the Section.

8.2 
Annual Meeting. The Section itself shall hold a business meeting in conjunction with the Annual Meeting of members to elect officers and conduct other business as may be necessary. The board of trustees shall give at least 30 days written notice of the business meeting at the same time notice is given of the Annual membership meeting. The Annual membership meeting will include the Annual Conference where technical papers are presented and topics of interest to the water supply industry will be discussed.
8.3 
Regular meetings. The board shall set a schedule of regular board meetings for the next calendar year at the last board meeting of the year. A single written notice of regular board meetings for the upcoming year will be given to all trustees within thirty days following the last board meeting of the calendar year.  No further notice of regular trustees’ meetings shall be required.

8.4 
Special meetings. Special meetings of Trustees may be called by the Chair, Director, or Trustee.  Special meetings shall be on three days written notice to the Secretary, which shall describe generally the business to be transacted at the meeting.

8.5 
Voting-Annual Meeting.  Voting at the Annual Meeting shall be by voting members present at the meeting.  A quorum shall consist of members present but in no case less than 50 voting members.  A majority of the voting members is necessary to pass any motion or elect any officer or trustee.  Proxy voting is not allowed.

8.6 
Voting-Board of Trustees. Voting shall be by trustees present at the meeting.  Proxy voting shall not be allowed. A quorum shall consist of a majority of the constituted board. A majority of the constituted board is required for passage of any business brought before the board.  Acting by unanimous consent or conducting meetings electronically shall be permitted to the extent and under the conditions permitted by law.

8.7
Procedure. Meetings shall be conducted pursuant to Robert's Rules of Order unless some other procedure is approved by a two-thirds vote of trustees present and voting.

Article IX – COMMITTEES
9.1
The Section Board of Trustees may establish, govern, and dissolve committees to conduct AWWA and Section programs and business.


These committees can be made up of members or non‑members, provided that such committees may not exercise the powers of the board. The board of trustees may establish an executive committee which membership shall consist of the Past-Chair, the Chair, the Vice-Chair, the Senior Trustee, and the Secretary/Treasurer (or Secretary if the offices are divided). The executive committee can act on behalf of the Board on those matters authorized by the Board.

Article X – AMENDMENTS TO SECTION BYLAWS
10.1
Amendments to these bylaws may be proposed by either an affirmative vote of a majority of the members of the Section Board of Trustees, or by written petition signed by fifty (50) eligible voting members of the Section.  All such proposals shall be submitted to the secretary, who will bring the proposal to the attention of the Section Board of Trustees.

10.2
These bylaws may be amended at any annual business meeting of the Section by a majority vote of eligible voting members present at the meeting, provided however, that all members shall have a written copy of the proposed amendment at least 30 days in advance in which to consider the proposed amendment(s) prior to voting upon it. 

10.3
At the discretion of the Section Board of Trustees, the bylaws may also be amended by a mailed ballot, with an affirmative vote of two-thirds of the ballots returned by eligible voting members. All eligible voting members shall be provided a copy of the proposed amendment(s) with the mailed ballot, and shall be given at least 30 days to return the ballot.  

10.4
If the amendment(s) are approved by the Section membership, the Secretary shall submit the amendment(s) to the AWWA Executive Director for approval by the AWWA Board of Directors. 

10.5
Amendment(s) shall be effective only after receiving notice from the AWWA Executive Director that the amendment(s) have been approved by the AWWA Board of Directors.

Article XI – DISSOLUTION
11.1
In case of dissolution of the Section, such portions of the funds of property thereof in the hands of the treasurer as may have been derived from the general funds of AWWA shall be returned to AWWA.

11.2
The balance of the Section funds or property shall be disposed of by transfer and distribution to any one or more corporations, funds, or foundations with like purposes or goals that is organized and operated in Wisconsin, hereinafter referred to as the "receiving organization."

11.3
The following shall be characteristic of the receiving organization:

(a)
That it be operated exclusively for scientific or educational purposes;

(b)
that no part of its net earnings inures to the benefit of any private shareholders or individual;

(c)
that no substantial part of its activities involves the carrying on of propaganda or otherwise attempting to influence legislation; and 

(d) that it does not participate in, or intervene in (including the publishing or distributing of statements) any political campaign on behalf of any candidate for public office. 

The receiving organization would then qualify under the provisions of Section 501(c)(3) of the United States Internal Revenue Code, as they now exist or as they may hereafter be amended.

11.4 Any such receiving organization(s) shall be selected by vote of the majority of the members of the Section present at a meeting called for this purpose.  If for any reason such disposition cannot be effected, then such funds shall be so distributed pursuant to the order, judgment, or decree of a court having jurisdiction over the assets and property of the Section.

Article XII – INDEMNIFICATION
12.1 Indemnification is provided by AWWA as described in AWWA’s Bylaws, Article VI, Section 6.01.  Directors shall be entitled to indemnification for actions as directors to the extent permitted by Wisconsin law.

APPENDIX B

STRATEGIC PLAN

STRATEGIC PLAN 

WISCONSIN WATER ASSOCIATION 
A SECTION OF THE AMERICAN WATER WORKS ASSOCIATION (AWWA) 
Original Plan Adopted December 16, 2005 
Revisions Adopted December 11, 2009 
I. INTRODUCTION 
The Wisconsin Water Association uses the Strategic Plan in shaping our future direction. This plan helps determine our role in meeting challenges facing the drinking water community in coming years. The plan takes a broad view of the Association’s activities. It is not meant to provide a detailed listing of all Association programs, but rather a clear sense of direction. The current plan was updated in 2007, and reflects recent accomplishments and new opportunities to achieve the Association’s vision. 

II. VISION 
WWA is the authoritative resource on safe water in the State of Wisconsin. 
III. MISSION 
WWA unites the Wisconsin water community to protect public health and to provide safe and sufficient water for all. Through collaborative leadership, WWA advances technology, education, science, management, sustainability, and government policies. 
IV. GOALS AND OBJECTIVES 
The following goals are considered the most important items for the WWA to focus on to meet the Mission and Vision. Other goals may become significant to the section but should be reviewed carefully to avoid distracting from the core mission. Bulleted objectives to achieve these goals also are shown. 
Goal 1:  Create a vibrant and expanding association with opportunity for involvement for the entire water community. 

· Increase net WWA membership by 1% by 12/31/11 
	Task 
	Responsible Committee(s)/Parties 
	Due Date 
	Metric 

	Develop tri-fold brochure for distribution at all seminars/meetings; notify trustees of availability for liaisons 

	Membership, Communication 
	Draft 12/31/09; publication 1/31/10 
	Completion and trustee notification 

	Develop script for 5-minute intro to WWA and present at seminars, CLEAR, conference annual meeting 
	Membership 
	5/1/10 
	Submit to liaison 

	Develop Small Systems recruitment plan 
	Small Systems 
	3/1/10 
	Submit plan to board 

	Maintain DNR list of small system operators within section 
	Membership Services Coordinator 
	2/1/10 
	

	Establish working relationship through regular contact with other organizations, including League of Municipalities, Milwaukee Seven, Central States, WWOA, WRWA, ASCE 
	WWA association leadership 
	4/1/10 
	Regular list of contacts reported to board 

	Young Professionals recruitment – develop plan to contact organization management and encourage support for WWA leadership implementation 
	Young Professionals, Membership 
	12/31/10 
	Submit plan to board for implementation 

	Regional social events with a bring-a-non-member incentive for members 
	Membership 
	6/1/10 
	1 event per year in 2010, additional events in 2011 


· Retain at least 99% of existing WWA members who remain active in the Wisconsin water supply community 

	Task 
	Responsible Committee(s) 
	Due Date 
	Metric 

	Interviews/database to determine why people leave 
	Membership, Member Services Coordinator 
	Continuous 
	Quarterly report to board 

	Develop membership circuit rider program – personal visits to members 
	Small Systems, Membership 
	9/1/2011 
	Present program to board 


· Increase the number of different people actively participating on committees and in other WWA activities by 10% by 12/31/11 
	Task 
	Responsible Committee(s) 
	Due Date 
	Metric 

	Develop plans for a telephone call rally to increase personal interaction 
	Membership 
	12/31/2010 
	Present plan to board 

	Challenge each committee chair to invite one non-active WWA member to a committee meeting (provide new member list to all chairs) 
	All committees, Member Services Coordinator 
	6/1/2010 
	Report back to liaisons 

	Encourage hands-on WWA activities – gimmicks and gadgets, meter madness, top ops, tapping contest, etc. 
	Education, distribution, treatment ops 
	6/1/2010 
	Report participation to board 

	Committee willingness to serve forms at all seminars, CLEAR, conference 
	Member Services Coordinator 
	2/1/2010 
	Forms available at all WWA functions 


· Develop active relationship with student chapters 

	Task 
	Responsible Committee(s) 
	Due Date 
	Metric 

	Identify members to mentor student members and identify professors to act as liaisons 
	Membership, YPs 
	8/15/2010 
	Present to board 

	Recruit students to attend and participate in annual conference 
	Annual Planning 
	6/30/2010 
	Report to board 


Goal 2:  Enhance the WWA educational program by maximizing education and networking opportunities for the water community and its academic partners. 

· Put on a minimum of 10 seminars or conferences, 10 webinars and 2 CLEAR programs in each DNR region each year 

	Develop coordination/oversight of all seminars – deadline for committee seminar info, review of dates and topics to reduce conflicts 
	Member Services Coordinator 
	Ongoing 
	Report to board 

	Provide committees with listing of locations and ratings of seminar venues
	Member Services 
	Ongoing 
	Respond to 

	Develop comprehensive list of seminars/conferences and post to website 
	Member Services Coordinator 
	Ongoing 
	On website 

	Develop a design/construction focus seminar 
	Education 
	In 2010 
	Schedule 

	Every committee that schedules a seminar also provides a webinar for Education webcasting 
	All Committees, with Education Committee coordination 
	In 2010 
	Schedule 


· Total attendance at WWA seminars and conferences will increase by 5% by 12/31/11 (compared with 2009 base year) 

	Target advertising to seminar audience and advertise early 
	All committees with Communications and Member Services Coordinator 
	2010 
	Report to board 

	Contact university students and operators in area of seminar 
	All committees 
	Ongoing 
	Report to liaison 

	Advertise with adjoining state AWWA sections and work on getting CEU’s/PDH 
	Member Services Coordinator 
	Ongoing 
	Report to board 

	Consider adding optional activities to seminars – plant tours, eg. 
	All committees hosting seminars 
	Ongoing 
	Report to liaison 

	Use online surveys to help pick locations and topics 
	IT & Security 
	Ongoing 
	Report to committees and liaisons 


· Evaluations from WWA seminars and conferences will have a minimum rating of 4.5 

	Make sure seminar planners review evaluations 
	All committees based on Secretary’s tabulation 

	Ongoing 
	Report to liaisons 

	Have pre-conference /seminar webinar with speakers and moderator 
	All committees, working with Education
	Ongoing 
	Report to liaisons 


· Support and expand the Youth Education program to educate elementary, middle school and high school students on the drinking water industry. 

	Initiate contacts with education organizations such as Wisconsin Environmental Education Foundation and Wisconsin Center for Environmental Education at UWSP 
	Youth Education subcommittee 
	5/1/2010 
	Report to board 


· Develop technology to provide distance learning and instantaneous communications opportunities for membership 

	Continue to promote Webinar use 


	Education 


	Ongoing 
	Report to liaison 

	Develop web-based discussion board with Q&A 
	IT & Security 
	6/1/2011 
	Report to board 


Goal 3:   Be an effective and efficient organization by aligning section leadership and committees to practice sound financial and risk management, by engaging in strategic partnerships, by continually improving the physical and human resources of the Association, and by increasing awareness of water issues and advocating for public policies based on sound science and best practices.

· Assess and revise as necessary financial practices and organizational risk management

	Board liaisons share financial information w/ committees monthly 
	Board of Trustees
	Ongoing 
	Liaisons report to committee chairs

	Report new initiatives and activities to WWA by end of annual conference 
	All committees
	September of each year
	Report liaisons 

	Evaluate organizational risk management protection and practices
	Executive Committee
	Annually in fourth quarter
	Report to board


· Work with other water organizations on joint seminars and events

(see Goal 1 for tasks)

· Positively influence water legislation in Wisconsin

	Develop WWA letter to introduce organization to legislature 
	Communications/Legislative 
	Annually to correspond with new session 
	Submit draft to board 

	Participate in Legislative Day Rally 
	Legislative 
	February 
	Report to board 

	Increase MEG membership among WWA members by 10% over 2009 
	Legislative, Board of Trustees 
	12/31/2011 
	Report to board 


APPENDIX C

FINANCIAL FORMS


Committee Budget Proposal Form


Volunteer Expense Report

Wisconsin Water Association

Committee Budget Proposal
COMMITTEE:



    Unit

                Total

Stationery and Supplies




Postage




Meeting Expenses





Awards Expenses





Other Expenses (please list)





Administrative Staff Assistance

(Hours)





Other (explain below)





TOTAL EXPENSES




NOTE: 

1.
This budget request should be reviewed with the Board Liaison Representative assigned to your committee before submittal.

2.
Budget due date:
October 31

Submit budget to:

WWA Secretary-Treasurer

Board Liaison Representative of the Committee


[image: image1.emf]Volunteer Reimbursement Request Form

(One request per form)

6020 - Board of Trustees 6160 - Membership Committee 7115 - MAC Night

6030 - Audit Committee 6180 - Nominations Committee 7030 - National Meet and Greet

6040 - Awards Committee 6190 - PSC Liaison Committee 7050 - National TOP OPS

6050 - CLEAR Committee 6205 - Communication Committee 7055 - National Meter Madness

6060 - Customer Service Committee 6210 - Research Committee 7210 - Seminar: Water Efficiency

6070 - Distribution Committee 6220 - Safety Committee 7215 - Seminar Treatment Ops (GW)

6080 - DNR Liaison Committee 6240 - TOP Ops Committee 7220 - Seminar Safety

6085 - WISWarn AdHOC Committee 6250 - Treatment Operations Committee 7225 - Seminar Information Technology

6090 - Education Committee 6261 - Wis. Water For the World Committee 7230 - Seminar Customer Service

6091 - Youth Education Subcommittee 6265 - Water Efficiency Committee 7235 - Seminar Distribution 

6110 - Fuller Committee 6270 - Young Professionals Committee 7245 - Seminar Regulatory Affairs

6120 - Information Technology Committee 5011 - AWWA Board Meeting 7250 - Seminar - Not listed: _____________

6130 - Legislative Affairs Committee 5012 - AWWA Membership Summit  7255 - Seminar Management 

6140 - MAC Committee 5014 - Reg. Officer's Meeting 7260 - Seminar Treatment Operations (SW)

6150 - Management Committee 5021 - AWWA Summer Meeting 7285 - Research Needs Workshop

Unknown account, list specifics:

Date of expense:

Amount of expense:

Purpose of expense:

Check should be made out to:

Address for mailing:

Signed______________________________________________        Dated_____________________

Submit on or before the first Wednesday of the month to:

Kelly Zylstra, WWA Secretary/Treasurer

Wisconsin Water Association c/o S.E.H. Inc

5395 North 118th Court, Milwaukee WI 53225

Or by fax: 414-393-1682, or by email to kzylstra@sehinc.com

The Operations Manual states:

WWA requests all receipts with a dollar value of $5 or more be submitted for reimbursement.  A WWA expense 

statement form must be submitted with accompanying receipts no later than 30 days after the event reimbursement.

WWA will provide lunch for committee members if a scheduled committee meeting extends into the lunch hour.  

WWA does not reimburse travel, lodging, or other meal expenses for committee meetings.

Speaker honorarium for presentations at the Annual Meeting technical program or at other technical seminars must 

be approved by the Board.  



Indicate the expense account the reimbursement should be applied to:



All receipts and invoices appropriate to this request are attached and I certify that I have incurred the 

expenses listed above on behalf of the Wisconsin Water Association, and I am requesting reimbursement as 

specified above.

Requests will be presented as part of 

the financial report to the Board, if 

needed.  Reimbursement checks will 

be cut and in the mail by the end of 

the month of the presentation to the 

Board.

WWA will reimburse all necessary and reasonable expenses incurred by volunteers, and speakers/trainers 

conducting approved WWA business if the Board of Trustees has pre-approved expense reimbursement for those 

volunteers and/or speakers/trainers.  This in


APPENDIX D

AWARDS

George Warren Fuller Award

Gimmicks and Gadgets

Heroism Award
Kenneth Miller WFP Founders Award
Leon A. Smith

Lifetime Achievement Award

Operator’s Meritorious Service Awards

Public Service Commendation 

Research Award

Small System Excellence Award

Stewards of Safe Water Recognition

Water Utility Achievement Award
Water Efficiency Award
Young Professional Award

WWA GIMMICKS AND GADGETS AWARD

NOMINATION FORM
Deadline for Submission:  June 1, _____
Return To: 
Jill Duchniak – Member Services Coordinator


Wisconsin Water Association


PO Box 635  Oak Creek, WI  53154


jill@wiawwa.org 

Brief Description:

Successfully developed innovative tool or technique to address an operation or maintenance need.  Awardees will be nominated for national competition. Individual or Utility.
1. Nominee’s Full Name:




Nominee’s Title:



Mailing Address:




Phone Number:



2.
Eligibility/Justification:  Please provide details of the nominee’s “Innovation” in the water supply field which entitles him/her to this award in the space provided below: 

3.
Citation:  Please provide recommended citation of 50 words or less. 

Submitted by:  
______________________

Name             (Please Print)


Date

Mailing Address:



Phone Number:
_________________________________


OPERATOR’S MERITORIOUS SERVICE AWARD

Purpose of the Award:

Recognition of special performance in one or more of the following:

1. Continuous compliance with public health standards in finished water.

2. Consistent and outstanding contribution to plant maintenance thereby prolonging the useful lives of equipment.

3. The development of new and/or modified equipment or significant process modifications to provide for a more efficient or effective treatment.

4. Special efforts in the training of treatment plant operators.

5. Special acts not directly related to water treatment, but which demonstrate dedication to the public beyond the normal operating responsibilities.

6. Consistent and outstanding contribution to operation and/or maintenance of distribution lines, pump stations, and reservoirs.

The Award:  An Operator’s Meritorious Service Award Plaque.

Frequency of the Award:  No more than one award will normally be given each year per Section.  However, larger Sections may give more than one based on one award per thousand Section members or fraction thereof.  If there are no meritorious candidates, the Section will not give the award.

Eligibility for the Award:  Section members eligible to receive the Operator’s Meritorious Service Award should be operators who are presently, or during the time period of the meritorious activities, working in the capacity of shift supervisors or superintendents.

Entry Requirements:  Submit full name and address and complete biographical information on each nominee on the entry form provided by AWWA along with supporting data concerning the meritorious service performed by the nominee.

Nomination Procedure:  A nomination for the award may be submitted by any AWWA  member to the WWA Awards Committee who will transmit it to the Operator’s Meritorious Service Award Committee for consideration.

Nomination or Submission Deadline:  May 1st.

Award Committee Membership:  Each Section shall establish a Section Operator’s Meritorious Service Award Committee composed of three members including two Section officers and one other with special knowledge of water production, treatment, and distribution operations.  The Section Chair shall appoint the Committee members and designate one to serve as Chair.

Method of Selecting Award Recipients:  The Section members will refer all nominations to the Operator’s Meritorious Service Award Committee for consideration and evaluation, and if warranted, the committee will select the awardee 60 days prior to the WWA Annual Conference.

Presentation of the Award:  The award will be presented at the WWA Annual Conference by the visiting AWWA representative and will be formally announced by publication or otherwise at the American Water Works Association Conference and Exposition.

WWA OPERATOR MERITORIOUS AWARD

NOMINATION FORM
Deadline for Submission:  May 1st
Return To: 
Jill Duchniak – Member Services Coordinator


Wisconsin Water Association


PO Box 635  Oak Creek, WI  53154


jill@wiawwa.org 
Brief Description:

Operators who are working in the capacity of shift supervisors or superintendents, and have distinguished themselves in their work performance in one or more of the following:

· Continuous compliance with public health standards.

· Consistent and outstanding contribution to plant maintenance thereby prolonging the useful lives of equipment.

· Development of new and/or modified equipment or processes for more efficient or effective treatment.

· Special efforts in the training of treatment plant operators.

· Special acts not directly related to treatment, but demonstrate dedication to the public beyond normal responsibilities

· Consistent and outstanding operation and/or maintenance of distribution lines, pump stations and reservoirs.  
2. Nominee’s Full Name:




Nominee’s Title:



Mailing Address:




Phone Number:



2.
Eligibility/Justification:  Please provide details of the nominee’s “Distinguished Service” to the Water Industry which entitles him/her to this award in the space provided below: 

3.
Biographical Data:  Please complete the Biographical Information Form.

4.
Citation:  Please provide recommended citation of 50 words or less. 

Submitted by:  



Name (Please Print)
Date


Mailing Address:




Phone Number:
_________________________________


WWA OPERATOR MERITORIOUS AWARD
BIOGRAPHICAL INFORMATION

(Print Clearly or Type)

a. Brief employment history: 

b. Civic organization memberships (Lions, Kiwanis, school board, etc.)

c.
Year joined AWWA  _______ (Indicate whether Section/Association or National level.)

d.
Professional organization memberships:

e.
Professional awards or honors received.  Give year and identify awarding organization(s):

f.
College(s) or Universities:

g.
Degree(s) and Dates:

(Attach additional information as necessary.)
LIFETIME ACHIEVEMENT AWARD

Purpose of the Award:  The Wisconsin Water Association Lifetime Achievement Award was established in 1996 to perpetuate the memory of those living and deceased who have made the most significant contributions to the field of public water supply in Wisconsin.  The names of the recipients of the WWA Lifetime Achievement Award are engraved on a bronze plaque that will be on display at the annual meeting.  Also a token of appreciation shall be presented to the Award recipient.  If deceased, a token of appreciation will be presented to a representative of the recipient’s family.

The Award:  A Lifetime Achievement Award Plaque.

Frequency of the Award:  As deserved. 

Eligibility for the Award: 

a.
The recipient should have ended his/her career in the WWA due to:

1)
Retirement.

2)
Career change.

3)
Leaving the State.

4)
Death.

b.
The recipient should have ended his/her career within the 60 months prior to the Annual Meeting at which the award will be presented.  The eligibility requirement may be waived for nominees who have ended their careers by 12/31/95.

c.
The qualifying characteristics a candidate must meet to be eligible for this award are all of the following:

1)
Outstanding service to the Association.

2)
Contributions to the industry.

3)
Dedication to the development of excellence in the water industry.

4)
Significant contributions to his/her community which are considered to be outstanding, long-term voluntary service in a leadership capacity with increasing responsibilities in one or more church, fraternal, youth, or service-oriented organizations and/or exceptional volunteer service to federal, state, municipal, or other governmental entities.

5)
Must be an AWWA member.

Entry Requirements:  Submit full name, appropriate address, complete biography, date of birth, retirement, and death if deceased.

Nomination Procedure:  Nominations may be made at any time by any member or committee of the WWA.  To be considered for selection in any year, however, nominations must be received by May 1st.  Nominations should be submitted to the WWA Awards  Committee for consideration.  Nominations must be accompanied by five copies of:

a.
An entry form provided by WWA.

b.
A biographical form provided by WWA.

c.
A brief statement summarizing the nominee’s achievements in the water supply field.

Award Committee Membership:  The Committee shall consist of five members of the WWA.  The Committee Chairperson shall be appointed by the WWA Chairperson.  The Committee Chairperson shall appoint the Committee members.

Method of Selecting Award Recipients:  The Committee selects candidates for the award and reports its nominees to the WWA Board of Trustees for approval at its Summer Meeting.

Presentation of the Award:  The award will be presented at the WWA Annual Meeting.

WWA LIFETIME ACHIEVEMENT AWARD

NOMINATION FORM
Deadline for Submission:  May 1st
Return To: 
Jill Duchniak – Member Services Coordinator


Wisconsin Water Association


PO Box 635  Oak Creek, WI  53154


jill@wiawwa.org 

Brief Description:

Perpetuates the memory of those who have made significant contributions to the industry and ended their career due to retirement, career change, leaving the state or death.
3. Nominee’s Full Name:




Nominee’s Title:



Mailing Address:




Phone Number:



2.
Eligibility/Justification:  Please provide details of the nominee’s “Distinguished Service” to the Water Industry which entitles him/her to this award in the space provided below: 

3.
Biographical Data:  Please complete the Biographical Information Form.

4.
Citation:  Please provide recommended citation of 50 words or less. 

Submitted by:  



Name (Please Print)
Date


Mailing Address:




Phone Number:
_________________________________


WWA LIFETIME ACHIEVEMENT AWARD
BIOGRAPHICAL INFORMATION

(Print Clearly or Type)

c. Brief employment history: 

d. Civic organization memberships (Lions, Kiwanis, school board, etc.)

c.
Year joined AWWA  _______ (Indicate whether Section/Association or National level.)

d.
Professional organization memberships:

e.
Professional awards or honors received.  Give year and identify awarding organization(s):

f.
College(s) or Universities:

g.
Degree(s) and Dates:

h.
Publications - List three (3) major publications:

(Attach additional information as necessary.)
WWA GEORGE WARREN FULLER AWARD

NOMINATION FORM
Deadline for Submission:  June 1st

Return To: 
Jill Duchniak – Member Services Coordinator


Wisconsin Water Association


PO Box 635  Oak Creek, WI  53154


jill@wiawwa.org 

Brief Description:

Recognition for outstanding leadership or a significant contribution toward the advancement of the water works practice within AWWA or WWA such that he/she should receive the award.
4. Nominee’s Full Name:




Nominee’s Title:



Mailing Address:




Phone Number:



2.
Eligibility/Justification:  Please provide details of the nominee’s “distinguished service” in the water supply field which entitles him/her to this award in the space provided below: 

3.
Biographical Data:  Please complete the Biographical Information Form.

4.
Citation:  Please provide recommended citation of 50 words or less. 

Submitted by:  



Name (Please Print)
Date


Mailing Address:




Phone Number:
_________________________________


WWA GEORGE WARREN FULLER AWARD
BIOGRAPHICAL INFORMATION

(Print Clearly or Type)

e. Brief employment history: 

f. Civic organization memberships (Lions, Kiwanis, school board, etc.)

c.
Year joined AWWA  _______ (Indicate whether Section/Association or National level.)

d.
Professional organization memberships:

e.
Professional awards or honors received.  Give year and identify awarding organization(s):

f.
College(s) or Universities:

g.
Degree(s) and Dates:

h.
Publications - List three (3) major publications:

(Attach additional information as necessary.)

PUBLIC SERVICE COMMENDATION

NOMINATION FORM

Deadline for Submission:  June 1st
Return To: 
Jill Duchniak – Member Services Coordinator


Wisconsin Water Association


PO Box 635  Oak Creek, WI  53154


jill@wiawwa.org 

Brief Description - WWA presents its Public Service Commendation certificate to utility employees who have provided 20 or more years of service to the public as a water utility employee and who have recently retired or died.  Any WWA member may nominate an individual.  He/she will be recognized at the Annual Conference Awards Reception.

Nominee Name: ________________________________________________________________

Nominee Mailing Address: ________________________________________________________




    ________________________________________________________

Nominee Telephone Number: _____________________________________________________

Utility Name: __________________________________________________________________

Position Nominee Held at Utility: ___________________________________________________

Length of Time with Utility: ________________________________________________________

Professional Awards or Honors Received: ___________________________________________






  ____________________________________________






  ____________________________________________

Your Name: ___________________________________________________________________

Title: _________________________________________________________________________

Mailing Address: _______________________________________________________________



  _______________________________________________________________

Telephone Number: _____________________________________________________________

Email Address: _________________________________________________________________

WWA RESEARCH AWARD
The Research Committee of the Wisconsin Water Association is seeking nominations for the section Research Award to recognize an individual who has made research contributions to water science and water supply.

Only individual members of AWWA/WWA are eligible for the award.  Previous recipients of this award and Chairperson of Research Committee are not eligible.

Nominations may be submitted by AWWA/WWA Members, Committees, Utilities, or Board of Trustees.  Nominations should be sent to the Chairman of Research Committee and must be received by June 1 of each year.  Each nomination should include the following:

A.
The nominee’s full name, title, mailing address, and telephone number.

B.
The year the nominee became an AWWA/WWA member.

C.
A summary of the nominee’s professional experience.

D.
A summary of the nominee’s professional services, especially to AWWA/WWA.

E.
A summary of the nominee’s previous professional recognition (awards, honors, etc.)

F.
A statement (preferably one page maximum) describing the principal contributions of the nominee and the significance of those contributions to the water works industry.

G.
A complete resume, including a description of the nominee’s educational background and a listing of publications or presentations related to the nominee’s significant contributions.

The recipient will be selected by the Research Committee.  The recipient will receive a Research Award plaque at the WWA Annual Conference in September.

WWA RESEARCH AWARD

NOMINATION FORM
Deadline for Submission:  June 1st
Return To: 
Jill Duchniak – Member Services Coordinator


Wisconsin Water Association


PO Box 635  Oak Creek, WI  53154


jill@wiawwa.org 

Brief Description:

Members who have made research contributions to water science and water supply.  Previous recipients of this award and Chairperson of Research Committee are not eligible.
5. Nominee’s Full Name:




Nominee’s Title:



Mailing Address:




Phone Number:



2.
Eligibility/Justification:  Please provide details of the nominee’s “distinguished service” in the water supply field which entitles him/her to this award in the space provided below: 

3.
Biographical Data:  Please complete the Biographical Information Form.

4.
Citation:  Please provide recommended citation of 50 words or less. 

Submitted by:  



Name (Please Print)
Date


Mailing Address:




Phone Number:
_________________________________


WWA RESEARCH AWARD
BIOGRAPHICAL INFORMATION

(Print Clearly or Type)

g. Brief employment history: 

h. Civic organization memberships (Lions, Kiwanis, school board, etc.)

c.
Year joined AWWA  _______ (Indicate whether Section/Association or National level.)

d.
Professional organization memberships:

e.
Professional awards or honors received.  Give year and identify awarding organization(s):

f.
College(s) or Universities:

g.
Degree(s) and Dates:

h.
Publications - List three (3) major publications:

(Attach additional information as necessary.)
SMALL SYSTEM EXCELLENCE AWARD 

NOMINATION FORM

Deadline for Submission:  June 1st
Return To: 
Jill Duchniak – Member Services Coordinator


Wisconsin Water Association


PO Box 635  Oak Creek, WI  53154


jill@wiawwa.org 

Brief Description:

Small water system that have demonstrated excellence in administration, operation, maintenance, and public service.  Outstanding achievement winners are identified for each WDNR district, from which the state award winner is selected.
To be eligible, the Wisconsin water utility nominated must serve communities with populations less than 10,000 people.


Water Utility nominated:
______________________________________________________


Wisconsin County:
______________________________________________________


Utility Address:

______________________________________________________





______________________________________________________


Utility Phone Number:
______________________________________________________


Utility Contact Person:
______________________________________________________

The small Wisconsin water utility identified above should be recognized by AWWA for its outstanding achievements with regard to providing water utility service to its customers who reside in the noted Wisconsin community for the following reasons:

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

Water Utility Evaluation Criteria

All small Wisconsin water utilities nominated will be evaluated and ranked based on the following water system attributes.  To further our understanding of the achievement(s) of the nominated small water system, and based on your knowledge and/or experience with the nominated water utility, please rate the water utility using the response scale shown for the following system attributes.  (Additional comments should be included which highlight any special programs and/or utility policies/procedures that merit recognition.)

WATER SYSTEM ATTRIBUTE

QUALITY OF WATER PRODUCED
( Excellent        ( Good        ( Fair        ( Poor        ( Don't Know

Additional comments:
________________________________________________________________________

_____________________________________________________________________________________________

COMPLIANCE WITH DRINKING

  WATER REGULATIONS

( Excellent        ( Good        ( Fair        ( Poor        ( Don't Know

Additional comments:
________________________________________________________________________

_____________________________________________________________________________________________

FACILITY COMPLIANCE WITH

  STATE CODE REQUIREMENTS
( Excellent        ( Good        ( Fair        ( Poor        ( Don't Know

Additional comments:
________________________________________________________________________

_____________________________________________________________________________________________

WATER SYSTEM FACILITY

OPERATION AND MAINTENANCE
( Excellent        ( Good        ( Fair        ( Poor        ( Don't Know

Additional comments:
________________________________________________________________________

_____________________________________________________________________________________________

WATER ACCOUNTABILITY
( Excellent        ( Good        ( Fair        ( Poor        ( Don't Know

Additional comments:
________________________________________________________________________

_____________________________________________________________________________________________

ADMINISTRATIVE MANAGEMENT
( Excellent        ( Good        ( Fair        ( Poor        ( Don't Know

Additional comments:
________________________________________________________________________

_____________________________________________________________________________________________

FINANCIAL INTEGRITY

( Excellent        ( Good        ( Fair        ( Poor        ( Don't Know

Additional comments:
________________________________________________________________________

_____________________________________________________________________________________________

CUSTOMER RELATIONS

( Excellent        ( Good        ( Fair        ( Poor        ( Don't Know

Additional comments:
________________________________________________________________________

_____________________________________________________________________________________________

Nomination Completed By:
______________________________________
Date:
______________

                       Organization:
______________________________________
Title:
______________

                               Address:
______________________________________

                   City, State, Zip:
______________________________________
Phone:
______________

Note:
All nominations and supporting information will be held strictly confidential.

STEWARDS OF SAFE WATER RECOGNITION

NOMINATION FORM

Deadline for Submission:  June 1st
Return To: 
Jill Duchniak – Member Services Coordinator


Wisconsin Water Association


PO Box 635  Oak Creek, WI  53154


jill@wiawwa.org 

Brief Description:

Commission, committee or board members responsible for overseeing water utilities, and who have served the industry for more than 10 years.  Eligible only once.
Nominee Name: _______________________________________________________________

Nominee Mailing Address: _______________________________________________________


                              ________________________________________________________

Nominee Telephone Number: _____________________________________________________

Appointed or Elected Position: _____________________________________________________

Length of Time he/she has held the position:__________________________________________

Utility Name: __________________________________________________________________

Your Name:____________________________________________________________________

Title:_________________________________________________________________________

Mailing Address: _______________________________________________________________





  _______________________________________________________________

Telephone Number: _____________________________________________________________

Email Address: _________________________________________________________________

WWA UTILITY ACHIEVEMENT AWARD

NOMINATION FORM
Deadline for Submission:  June 1st
Return To: 
Jill Duchniak – Member Services Coordinator


Wisconsin Water Association


PO Box 635  Oak Creek, WI  53154


jill@wiawwa.org 

Brief Description:

Awarded to utilities in the following categories:

· Special Event: Open House – a significant special event such as youth education, etc.

· Ongoing Excellence – maintains high rate of return, or excellent image in the community.

· Special Project – worked with the public effectively solving a specific issue.

6. Utility Name:




Contact Name & Title:



Mailing Address:




Phone Number:



2.
Eligibility/Justification:  Please provide details of the nominee’s “Special Achievement” in the water supply field which entitles this Utility to this award in the space provided below: 

3.
Citation:  Please provide recommended citation of 50 words or less. 

Submitted by:  



Name (Please Print)
Date


Mailing Address:




Phone Number:
_________________________________


WWA YOUNG PROFESSIONAL AWARD

DESCRIPTION
Purpose:

The WWA Young Professional Award was established in 2005 to recognize the contributions of young members whose service and achievements are exceptional for their years of experience.  The award is given annually to one member of the organization that has demonstrated an active commitment to the organization and the profession as a whole.

Eligibility Requirements for Nomination:

· A member in good standing with WWA
· Less than 35 years of age or less than 10 years of experience in the industry
· Shows enthusiasm by participation in professional meetings, committees, events, and activities
· Exemplifies a positive influence on the organization and the profession by way of service, good fellowship, leadership, and commitment

Selection Committee:

The WWA Awards Committee will review the nominations and select the winner for the WWA Young Professional Award.

Nomination Procedure:

1. A member must complete an award nomination form.
2. The nomination form must be sent to the contact listed on the bottom of the form.  Enclose samples of the nominee’s achievements, such as media clippings or copies of other awards, if available.
3. Deadline—All nominations must be received by June 1st
Award Presentation:

The winner will be presented with the award at the WWA Annual Conference.

Return form to:

WWA YOUNG PROFESSIONAL AWARD

NOMINATION FORM
Deadline for Submission:  June 1st
Return To: 
Jill Duchniak – Member Services Coordinator


Wisconsin Water Association


PO Box 635  Oak Creek, WI  53154


jill@wiawwa.org 

Brief Description:

Recognition for a young professional whose service and achievements are exceptional for their years of experience.  Must be either less than 35 years in age or have less than 10 years experience in the industry.
7. Nominee’s Full Name:




Nominee’s Title:



Mailing Address:




Phone Number:



2.
Eligibility/Justification:  Please provide details of the nominee’s “distinguished service” in the water supply field which entitles him/her to this award in the space provided below: 

3.
Biographical Data:  Please complete the Biographical Information Form.

4.
Citation:  Please provide recommended citation of 50 words or less. 

Submitted by:  



Name (Please Print)
Date


Mailing Address:




Phone Number:
_________________________________


WWA YOUNG PROFESSIONAL AWARD
BIOGRAPHICAL INFORMATION

(Print Clearly or Type)

i. Brief employment history: 

j. Civic organization memberships (Lions, Kiwanis, school board, etc.)

c.
Year joined AWWA  _______ (Indicate whether Section/Association or National level.)

d.
Professional organization memberships:

e.
Professional awards or honors received.  Give year and identify awarding organization(s):

f.
Contributions to WWA:  List any WWA committees or organizational activities in which the nominee is involved.  Briefly describe other contributions or intangibles that the nominee brings to WWA



g.
Degree(s) and Dates:

h.
Professional Achievements: Briefly describe the nominee’s professional achievements and why you feel they are exceptional for a young professional.:





Publications Membership in Other Organizations:  List professional, community, or charitable organizations to which the nominee belongs
ONGOING EXCELLENCE

SPECIAL EVENTS

WWA HEROISM AWARD

NOMINATION FORM
Deadline for Submission:  June 1st
Return To: 
Jill Duchniak – Member Services Coordinator


Wisconsin Water Association


PO Box 635  Oak Creek, WI  53154


jill@wiawwa.org 

Brief Description:

Recognition for act of heroism by employees of the water utility industry in Wisconsin.
8. Nominee’s Full Name:




Nominee’s Title:



Mailing Address:




Phone Number:



2.
Eligibility/Justification:  Please provide details of the nominee’s “Heroic acts” which entitles him/her to this award in the space provided below: 

3.
Biographical Data:  Please complete the Biographical Information Form.

4.
Citation:  Please provide recommended citation of 50 words or less. 

Submitted by:  



Name (Please Print)
Date


Mailing Address:




Phone Number:
_________________________________


WWA HEROISM AWARD
BIOGRAPHICAL INFORMATION

(Print Clearly or Type)

k. Brief employment history: 

l. Civic organization memberships (Lions, Kiwanis, school board, etc.)

c.
Year joined AWWA  _______ (Indicate whether Section/Association or National level.)

d.
Professional organization memberships:

e.
Professional awards or honors received.  Give year and identify awarding organization(s):

f.
College(s) or Universities:

g.
Degree(s) and Dates:

(Attach additional information as necessary.)
APPENDIX E

EDUCATION GUIDELINES AND PROCEDURES

How to Set Up a Seminar

Seminar Evaluation Summary Form (sample)

WISCONSIN WATER ASSOCIATION

HOW TO SET UP A SEMINAR
Revised 10/25/04

This guide is intended to assist committees and other interested parties in setting up educational programs on behalf of the Wisconsin Water Association.  The WWA Board, Education Committee, and WWA Staff are always available for assistance.

TIME FRAME

· 6-12 months before the seminar:

· Select topic and month for seminar.  Contact WWA Education Committee and WWA Board Liaison for approval.  Education Committee will check for possible conflict dates and notify Committee.

· 4-12 months prior to the seminar:

· Select date(s) and location(s).  Contact WWA Staff about location preference as soon as possible.  WWA Staff will make facility arrangements.  Notify WWA Education Committee and Board Liaison.

· 4-6 months prior to the seminar:

· Select specific topics.

· Contact and secure speakers and vendors.

· Prepare "draft" brochure and provide to WWA Staff, Education Committee and WWA Board Liaison

· 2-3 months prior to the seminar:

· Prepare and mail final brochures.

· 1 month prior to the seminar:

· Follow up with speakers and WWA Staff for final details.

· Within 1 week prior to the seminar:

· Pickup seminar information (registration, nametags, etc.) and equipment from WWA Staff.

· Within 2 weeks after the seminar:

· Send thank you letters to speakers and vendors.

· Hold meeting or conference call to evaluate the seminar.

PLANNING

· Select topics of interest to your audience.

· Topics can be derived from committee suggestions and/or recommendations from WWA Education Committee, WWA Board, WWA CLEAR Subcommittee, and Annual Conference topic suggestions.

· Identify possible presenters and speaking time available for each.

· Consider what type of arrangements would appeal to your audience.  Things to consider:

· Time of the year and day of the week

· Full day versus half day

· Lunch on their own or included (cold lunch or hot lunch)

· Breaks: how long and how frequent

· Size of room and set up:  class room style, round tables, microphone needed, podium, outside access for demonstrations, room for vendor displays, etc.

· How many seminar sessions

· Location and travel time (usually less than 2 hours)

· Start time and end time with consideration to travel time

· Develop draft brochure for WWA Staff:

· Title of seminar. 

· What topics will be presented?  List speakers if possible.

· Who should attend?
· Dates, times, and place of the event.

WWA STAFF TASKS

· Book the venue for the seminar based upon information from the Committee.  Negotiate the contract for approval by the WWA Board.

· Produce final brochure for approval of the Committee Chair including location specifics, registration information, and seminar fee.

· Mail brochure at least 10 weeks prior to the seminar date.

· Handle early registration of participants.

· Contact potential vendors for displays and associated fees if the Committee decides to have displays at the seminar.

· Provide Committee with list of vendors and participants, nametags, blank receipts, and evaluation forms for the seminar.

· Obtain and provide Committee with DNR credit slips.

· Arrange for or provide Committee with audiovisual needs, projector, extension cords, etc., as requested by the Committee in advance.

· Summarize seminar information including attendance and budget information, evaluations, and attendee comments and provide to Committee and Education Committee.

COMMITTEE TASKS

· Plan the agenda with topics and estimated time slots.

· Select and contact presenters.

· Solicit speakers' biographies for introductions, confirm speaking needs such as audio visual equipment, and establish number of handouts needed and who will provide. 

· Confirm availability of audiovisual equipment with WWA Staff or other WWA members for the seminar.

· Develop the brochure details and provide to WWA Staff.

· Place article in the WWA Newsletter for additional advertising and provide information for WWA Website.

· Provide WWA Staff with a list of vendors to potentially display at the seminar.

· Collect all materials from WWA Staff prior to the seminar date.

· Conduct on‑site registrations and return materials and registrations collected to WWA Staff.

· Introduce speakers at the conference and manage the flow of the conference agenda.

· Make contact with venue personnel as needed for any problems or needs.

· Take pictures for the WWA Newsletter.

· Distribute DNR slips at the end of the seminar.

· Distribute evaluation forms at the end of the seminar.  Collect and return evaluation forms to WWA Staff.

· Send thank you letters to all the presenters and vendors after the seminar is concluded. WWA Staff can assist with this effort.

· Conduct a meeting shortly after the seminar conclusion to review and critique the seminar for future improvements, if any.

SEMINAR EVALUATION SUMMARY FORM

(sample)

APPENDIX F

SITE SELECTION COMMITTEE

Criteria for Evaluation of Sites

Listing of Wisconsin Association Sites, 1970 to Present

CRITERIA FOR EVALUATION OF SITES

A.
Sleeping rooms:

1.
Monday-25; Tuesday-200; Wednesday-300; Thursday-200.

2.
5 complimentary rooms.

3.
Approximately 200 sleeping rooms at convention headquarters.

B.
Technical Area:

1.
Wednesday opening session - seating for 150.

2.
Wednesday sessions - two rooms with seating for 150 in each.

3.
Thursday - three rooms with seating for 150 in each.

4.
Friday - two rooms with seating for 150 in each.

C.
Banquet Seating:

1.
Wednesday -
Buffet breakfast for 250.




Buffet lunch with seating for 300.

2.
Wednesday night - MAC Night for 300.
3.
Thursday -
Buffet breakfast for 300.



Luncheon for 300.



Reception for 300.

4.
Friday -
Buffet breakfast for 150.



Luncheon for 75.
D.
Exhibit Area:

1.
100-110 booths - 15,000-20,000 sq. ft.

E.
Special Space:

1.
Spouse/friend hospitality rooms with seating for 50.

2.
Registration area on Wednesday, Thursday, and Friday


(registering 600 registrants and 50 spouse/friends).

3.
Taste contest.

4.
Top Ops competition

5.
Women in Water reception

6.
Young Professionals reception

7.
Audio/Visual aid equipment, etc.

F.
Area support of utilities.

G.
Spouses tour availability.

H.
One security room.

I.
Take down time must be compatible.

J.
Secretary and/or Site Selection Committee negotiate contracts.

LISTING OF WISCONSIN ASSOCIATION ANNUAL CONFERENCE SITES,

1970 TO PRESENT

Year
City
Hotel/Motel
1970
Madison
Park Motor Inn

1971
Green Bay
Northland Hotel

1972
Milwaukee
Pfister Hotel

1973
Madison
Park Motor Inn

1974
Wausau
Holiday Inn

1975
Milwaukee
Pfister Hotel

1976
Delavan
Lake Lawn Lodge

1977
Green Bay
Downtowner Motel

1978
Madison
The Concourse

1979
Milwaukee
Pfister Hotel

1980
Stevens Point
Holiday Inn

1981
Delavan
Lake Lawn Lodge

1982
La Crosse
Holiday Inn

1983
Milwaukee
Hyatt Regency

1984
Madison
The Concourse

1985
Appleton
Paper Valley

1986
Oconomowoc
Olympia Resort

1987
Wausau
Holiday Inn

1988
Milwaukee
Pfister Hotel

1989
Green Bay
Embassy Suites

1990
Stevens Point
Holiday Inn

1991
La Crosse
La Crosse Center

1992
Appleton
Paper Valley

1993
Madison
Holiday Inn West

1994
Milwaukee
The Grand Milwaukee Hotel

1995
Stevens Point
Holiday Inn

1996
Green Bay
Regency Suites

1997
Milwaukee
Hyatt Hotel

1998
Madison
Marriott Hotel

1999
Oshkosh
Hilton Hotel

2000
La Crosse
Radisson/La Crosse Center

2001
Green Bay
K I Convention Center 

2002
Wisconsin Dells
Kalahari

2003
Wisconsin Dells
Kalahari

2004
Appleton
Paper Valley

2005
La Crosse
Radisson/La Crosse Center

2006
Wisconsin Dells
Kalahari

2007
Green Bay
KI Center

2008
Stevens Point
Holiday Inn

2009
Wisconsin Dells
Kalahari

2010
Madison
Monona Terrace

2011
Wisconsin Dells
Kalahari

2012
Appleton
Paper Valley

2013 (Planned)
Wisconsin Dells
Kalahari

2014 (Planned)
La Crosse
Radisson / La Crosse Center

2015 (Planned)
Wisconsin Dells
Kalahari

2016 (Planned)
Madison
Monona Terrace

2017 (Planned)
Wisconsin Dells
Kalahari

APPENDIX G

WISCONSIN WATER FOR THE WORLD COMMITTEE GUIDANCE DOCUMENTS




New Project Review Form




Instructions For Design Report Preparation




Alternatives Analysis Report Instructions For Report




Preparation




Travel Readiness Checklists




Travel Waiver Form

NEW PROJECT REVIEW FORM

CRITERIA 


· There must be a beneficiary community (the beneficiary cannot be an individual or an organization) 
· The project must be accessible by all members of the community regardless of religion, tribal affiliation, etc. 
· Project ownership must lie within the community
· The community must be involved in planning, construction, operation, and maintenance
· The technology must be a proven technology.
· For this project to be successful, no currently functional operating system must be put at risk.
1. Project Definition 

· Is the project clearly defined and is the scope appropriate?
· Is the background and historical context of the project/problem provided?

· Is there sufficient information about the political, social, cultural and economic impacts of the project to determine that its completion would result in a positive outcome?

· Is there sufficient awareness of potential drawbacks, negative impact, and a plan for mitigation?

· Is there a statement of the benefit and duration of the benefit to the community?

· Can metrics be identified to evaluate the engineering, human health and/or socio-economic project outcomes?

· Is there a stated time frame for planning, implementation, and monitoring?

· Is there a line-item budget with supporting, credible research and rationale?

2. Needs Assessment 
· Is there a compelling need for the project as expressed by the host community?

· Are the problems to be addressed relevant to WWW mission values and strategic plan?

· Are project partners within the communities cognizant and respectful of WWW values?

· Does the project benefit a significant proportion (%) of the host community?

· Does the project benefit at-risk groups, such as women and children?

· Does the project exclude or marginalize any group? Who incurs a loss of livelihood or societal function?

3. Community Involvement/Contribution 
· Does the project require the beneficiaries to contribute either financially or through in-kind resources, such as labor, materials, or hosting WWW teams?

· Is there a training component associated with the project that will enable the beneficiaries to operate, maintain, and repair the project as needed?

· Can community representatives be chosen and trained to gather data related to project outcomes?

· Did the beneficiary community initiate the project?

· Are local leaders or traditional governing structures involved to approve or veto a project of this type??

· Are these local social structures and elders fair and respected within the local community?

· Are mechanisms identified to integrate the project with existing successful community traditions?

4. Context of Appropriate Technology
· Are locally supplied materials, manufactured goods, labor and capacities used to implement and sustain the project?

· Does this project provide for continued improvement or modification based on changes in the community or locally available technology?

· Is the technology appropriate – Have limitations and past history been researched?

· Is the technology economically sustainable? Can it be linked with a micro-enterprise?

· Does the WWW project disrupt the local socio-cultural structures? Could local traditions be interrupted or lost? (e.g., TV is attributed to a decline in community story-telling)

· Does the WWW project also help preserve and promote the indigenous wisdom culture?

· Socio-political impacts: Who primarily benefits from the project? Are there segments of society that may be marginalized by the project (they may not necessarily have a voice)? How may they be integrated into the project?

· Does the project preserve continuity and enhance self-reliance and self-image of the community by integrating new technologies with existing successful traditions?

5. Environmental and Ecosystem Impacts
· Where are project materials derived from? Where is waste disposed? Does it encourage waste generation or natural resource depletion?

· Does the project promote excessive material use and consumerism?

· Are sensitive ecosystems being adversely impacted by the project?

· Would natural resources be conserved even when the project is widely adopted?

· If the project was applied in all villages in the entire watershed/region, what could happen?

· If the project was used long-term, what impact is expected on the environment?

· Does the project promote monoculture?

· What is the end-of-life for the engineered product? Is it biodegradable? Non-toxic? Reusable?

6. Funding
· Are there sources of funding (partner organizations, beneficiaries) separate from WWW?

· Are there sources of funding within WWW (e.g., earmarked contributions)?

· Does the project have a reasonable cost/benefit ratio?

· How is the cost/benefit ratio computed? Are environmental and social impacts included?

· What $ value is assigned in the cost/benefit ratio to improvements in the quality of life?

· Is the financial aspect of follow up visits taken into consideration?

7. Partner/WWW/Community Coordination and Considerations
· For A-Z planning and logistics: Is there a WWW “champion”?

· Is there a community project manager for support in the field (logistical, cultural, and hosting)?

· Are the roles of WWW, the community, and affiliate local/international groups defined & agreed upon?

· Are there clear points of contact for accountability and is the infrastructure of communication between WWW, partners, and beneficiaries defined?

· Will project administration, management and outcomes assessment be enabled once WWW project team leaves?

· Is the project free of any local or international political/security complications?

Instructions for Design Report Preparation

This design document presents the basic design of the project.  The intent of presenting this level of design is to review the design for reasonableness before time is spent bringing the design to completion.  This document should be prepared as a matter of good engineering practice.  

Technical Information - Instructions

1.0 Introduction- Explain the purpose of the document and clearly list the project and components being addressed in this report.  If the project and components being presented in this document are a subset of a larger community program, explain this in the introduction. 

2.0 Project Background – Provide the background of the project including a summary of information from previous documents.  

3.0 Facility Design 

3.1 Description of Facilities- Provide a concise description of the facilities that are planned.

3.2 Description of Design and Design Calculations – Clearly describe each of the design elements with all preliminary calculations that served as your basis of design. For example, for a water supply project, state the assumed water demand and the available water supply; for a structural project, include justifiable assumptions regarding material strengths considering local sources. Provide a clear description of all the calculations and technical analyses carried out to date for the project.  This should include all the calculations that were carried out.  The details of the calculations or other analyses should be included in an appendix.

3.3 Drawings – Provide drawings sufficient to describe the concept of the project.  The level of detail is sufficient to describe the size, location and design constraints of each of the facilities being designed.  The drawings do not have to be done using a computer drafting package.  The type and number of drawings is dependant on the type of project.  For example, a water project that includes a spring box, water tank, water transmission line and two tap stands requires: a) a scale drawing of the project showing the general location of all the proposed facilities, topographic features that have a bearing on the design of the project and existing constructed facilities that have an influence on the project (structures, roads, stream crossings, etc.), b) a plan and profile of the pipeline with sufficient detail to allow design of the pipe and c) rough sketches showing the spring box, tank, tap stands and other pertinent details of the system.  Items that would not be needed at this level of design include exact dimensions of any of the components, pipeline details or appurtenances, reinforcing of concrete structures, tap stand details.  These details will, however, be required with the 95% design submittal.

4.0 Project Ownership – Describe who will own and operate the constructed facilities after they are completed.

5.0 Constructability – Provide a discussion of the constructability of the proposed facilities.  Include the proposed construction schedule. Discuss what role the chapter will play in the construction (owners representative, general contractor, labor under the supervision of others, etc.).  Provide a general discussion about the materials, general labor, skilled labor and equipment that will be needed for construction of the facilities.  This discussion does not have to include a detailed construction plan but must be detailed enough to allow the Committee to determine the constraints for construction of the project.

6.0 Operation and Maintenance – Describe the operation and maintenance requirements of the facilities – financial, administrative structure, technical expertise, education, written manuals, etc.

7.0 Sustainability – Provide a discussion about the sustainability of the project.  Ideally, the community will have the capacity to maintain, repair and expand the system without any additional outside support.  Describe how your project will last in the community. Include your selection of appropriate low maintenance alternatives, the use of local materials, what education and training your team is providing to the community and how the project is financially and ecologically sustainable. Include a draft MOU (Memorandum of Understanding- formal agreement) with the Non Government Organization (i.e. Florida Rotary)( NGO), community and WWW Committee outlining each party’s roles and responsibilities throughout the project and after project completion. This MOU will be signed by all parties prior to implementation. 

8.0 Cost Estimate – Provide (30%), (60%) and (90%) level cost estimates for the project.

9.0 Professional Engineer’s Assessment – The Professional Engineer should write a short assessment of how the project team prepared the (30%), (60%) and (90%) design documents including individuals involved, studies and designs carried out, project management, quality control procedures, etc.  This section should include a description of any training that was carried out in order to enable preparation of the document.

Alternatives Analysis Report Instructions for Report Preparation

The purpose of the alternatives analysis is to document the thought process that the WWW Committee should go through to determine which alternative solution is best for a given situation.  There is sufficient information presented in this analysis to justify the choices made by the Committee for the project.  For example, if there are a number of different water sources that may be used for a water supply, the alternatives analysis would describe how the preferred source was chosen.  There is no prescribed methodology for carrying out this analysis.  Any method that the Committee finds useful can be used.  The alternatives analysis can be submitted with the post-assessment report, with the design report, or at any time between these two submittals. 

This is the portion of the report where the Committee provides all the technical information about the alternatives analysis that the Committee performed to determine the preferred alternative for implementation.    It is the Committee’s responsibility to clearly and thoroughly present the project and the alternatives analysis.  

Instructions

1.0 Introduction – Explain the purpose of this document and list the alternatives being analyzed for the particular project.  A table or schematic might be helpful.

2.0 Program Background – Provide the background of the project updated to include the information provided in the post assessment document.  

3.0 Description of Comparison Methodology – Describe a rational method of comparing the alternatives.  WWA does not recommend any one method of carrying out this comparison.  Your method should include a clear list of factors of comparison.  A partial list of these factors includes: complexity of the facility, cost of the facility, issues related to the long-term operation and maintenance of the facility, constructability, availability of construction materials, social acceptance of the technology and many other factors.  Project sustainability must be included as a factor of comparison.

4.0 Description of Alternatives – Describe the various alternatives under consideration in sufficient detail to allow comparison of alternatives.  Sketches or mapping should be used if appropriate to help describe the alternatives.  A feasibility level engineering design and analysis may be required in order to describe the alternatives.  The description should include those attributes of the alternative that are relevant to the comparison.  

5.0 Analysis of Alternatives – Present the results of analysis be an effective tool for clearly illustrating your results.  

6.0 Description of the Preferred Alternative – Present the chosen alternative along with the reasons why this alternative was chosen.

Travel Readiness Checklists
Background:


Traveling overseas safely and effectively may be a component of an international Wisconsin Water for the World (WWW) project.  We recommend that the WWW project team begin working on this travel readiness checklist (TRC) as soon as possible after adopting a project.  The checklist should be revised as needed during the process.  The team may wish to appoint a travel coordinator responsible for travel planning. 

Checklist:


All items on this checklist are required.

Logistics:

· The team has checked if the country is safe to travel (US State Department website).  This must be checked periodically, including on the month, week, and day of travel. 
· The team has visited the other websites giving information about the country.

· Your team is aware of the political and the cultural conditions in the country

· Your team knows the climate conditions (high altitude, temperature, insects, etc) that they will be exposed to?

· The Team has watched a video(s) or read a book(s) on the culture, history and geography of the country(s) you will be visiting. 

Daily Safety and Medical Care

· A Health Point Person (HPP) has been identified for the team and will be traveling with the team.

· All team members filled out The Personal Health Checklist and given it to the HPP.

· All team members have required immunizations/medications everyone traveling has travel health insurance and medivac insurance. 

· (www.specialtyrisk.com is one source)

· The specific risks to the area have been identified (i.e. old land mines, snakes, political problems, racial/religious conflict), and they have been discussed them with the team.

· The team has formed general safety guidelines (i.e. don’t travel alone, avoid working during hottest portion of day, etc).

· Do different areas of the country/city have significantly different safety issues (crime, ethnic fighting, etc)?  This has been discussed with the team?

Emergency Planning

· The team has formulated an emergency exit plan for evacuating the country should unsafe conditions arise.  Address medical, political, and weather/natural disaster related emergencies.

· The team has prepared a medical kit from the Recommended Medical Kits Contents and the HPP will bring the kit on the trip.

· Key contact information and emergency information contained in the Emergency Information Sheet has been collected and distributed to the travel team. (US consulate, nearest Hospital, Non Government Organization (NGO) contact, community contact, team cell phone, etc.)

· Each member of the team knows where the closest medical facility used by embassy and/or Peace Corps and/or NGOs is and how to go about accessing that facility.   

· All team members made copies of all documents (passport, insurance policies, medical information, emergency contact, etc) and given them to another team member and to a family member/contact in the US.   Scanning documents and then storing them on an e-mail account or FTP site is another way of having access to these documents.

· The Implementation or Assessment Progress presentation been reviewed by all team members.

· The group has some form of reliable communication with them (radio, phone etc.). 

· There is transportation (e.g. truck and driver) available 24/7 to get to the above medical facility?

· All of the individuals traveling know to register with the embassy.

Logistics:

· All team members have passports which will remain valid during the entire trip. 

· All team members have visas (remember that these may take up to 8 weeks to obtain) or it is know that the visa can be acquired upon entry to the country.

· The team has checked on customs regulations, and knows that all items being taken to the country will be allowed to enter the country.  All necessary paperwork has been filled out ahead of time.

· The team has made arrangements for a translator (if necessary).  It is highly recommended to have more than one translator, and keep in mind that in some remote villages, only the most educated people speak the “official” language of the country.

· All items needed for the site survey are appropriate to your project, and have been acquired. 

· The team has checked on the currency, whether ATM’s are available, if credit cards or travelers checks (sometimes they cannot be used), or whether cash needs to be brought.  Members of the team have contacted their credit card company to inform them that they will be using their card overseas to avoid being blocked for assumed fraudulent charges.

WWW Insurance and Waivers
1.  Submit the following to the Wisconsin Water Assoc. Board.  Submissions should be 2-3 months prior to travel.

· Volunteer Waiver form for each person traveling.

· Travel Insurance form for each person traveling. 

2. Review the following information with your team.

· Travel Readiness Checklist : Project lead should review this

· Travel Tips Presentation : Have each person traveling review this

· Personal Health Checklist:  give this to team’s health point person (to be taken on the trip in case of an emergency)

· Volunteer Waiver & Health Insurance Form : Each person traveling should fill out this form and send it to WWA Board 

· Emergency Information Sheet : Each person on the team, their families and the WWW Committee Chair should receive this form

· Detailed Field Equipment Checklist:  Project lead should take this on the trip

· General information

I certify that the above checked items have been completed by the travel team.

____________________________________    _________________________________  ____________

Name (printed)




Signed




Date

Travel Waiver Form

WISCONSIN WATER ASSOCIATION


Statement of Responsibility, Release, Authorization and


Acknowledgement of Risks to Participate in Wisconsin Water for the World Project

I hereby indicate my desire to participate in a Wisconsin Water for World (WWW) Project 

In











Sponsored by the Wisconsin Water Association (WWA) a Section of the American Water Works 

Association (AWWA) the period of 



   to



.

My participation in this program is completely voluntary.

As a participant in this program, I: 

Participant Name

1.  Assume full legal and financial responsibility for my participation in this Project.

2.  May be responsible for some travel costs (whether already paid or not) if I withdraw for from the Project for any reason once the Project has commenced.

3.  Grant the WWA, its employees, agents and representatives the authority to act in any attempt to safeguard and preserve my health or safety during my participation in the Project including authorizing medical treatment on my behalf and at my expense and returning me to the United States at my own expense for medical treatment or in case of an emergency.

4.  Realize that accident and health insurance, as well as insurance for medical evacuation and repatriation, which are applicable inside and outside of the United States is required for my participation in the program. While the program includes limited accident and health insurance as well as limited insurance for medical evacuation for the duration of the program while I am overseas, I acknowledge that I am ultimately responsible for obtaining insurance sufficient for my needs while overseas and for treatment in the event I return to the US for medical treatment during or after the program. I understand that the WWA encourages me to have appropriate insurance coverage for the entire time I am abroad. .

5.  Agree to conform to all applicable policies, rules, regulations and standards of conduct as established by the WWA, any sponsoring institution, any sponsoring organization, and/or foreign affiliates, as well as program requirements, to insure the best interest, harmony, comfort, and welfare of the Project.

6.  Accept termination of my participation in the program by the WWA with no refund of fees and accept responsibility for transportation costs home if I fail to maintain acceptable standards of conduct as established by the WWA, the sponsoring institution and/or foreign affiliates.

7.  Understand that the WWA reserves the right to make changes to the Project any time and for any reason, with or without notice, and that the WWA shall not be liable for any loss whatsoever to Project participants as a result of such changes.

8.  Agree voluntarily and without reservation to indemnify and hold harmless the AWWA, WWA, Board of Directors of  WWA and their respective officers, employees, and agents from any and all liability, loss, damages, costs, or expenses (including attorney's fees) which do not arise out of the negligent acts or omission of an officer, employee, and agent of the AWWA, WWA and/or Board of Directors while acting within the scope of their duties or agency, as a result of my participation in the Project, including any travel incident thereto.

9.  Understand that while participating in the Project, there are unavoidable risks in travel and overseas project activities that may not ordinarily be encountered at home. Those risks include, but may not be limited to:

 traveling to and within, and returning from, one or more foreign countries; foreign political, legal, social and economic conditions; different standards of civil defense procedures, design, safety and maintenance of buildings, public places and conveyances; local medical and emergency services; physical labor and use of construction materials, tools and equipment; local weather and environmental conditions.

I have read the foregoing entire document and have had the opportunity to ask questions about it.  I hereby acknowledge that I understand it. Knowing the risks described, and in consideration of being permitted to participate in the Project, I agree on behalf of my family, heirs and personal representatives, to assume all risks and responsibilities involved with participating in the Project.

Participant Name:





   Date:






Print Participant Name:












Emergency Information Sheet Example
Each WWW project will have different circumstances, an Emergency Information Sheet will have to be developed for each Project. 

Emergency procedures example:

General information

There will be a first aid kit with team at all times.  Travel insurance, including coverage for air evacuation is required of and has been obtained by everyone.  

The primary contact on the ground in Country is ________, who is a (missionary/doctor etc) from (location).  _____________ will be the main contact(s) and will manage any situations which may arise.    His phone is __________ and his fax is ________.  Their home is __________ away from the site. 

Travel time from the village to the doctor is ____ minutes.  Transportation to the doctor/medical facility will be provided by ____________.  

Emergency Procedures

Emergency situations will be handled in Country with the aid of ____________. In the case of any crisis, coordination of meeting places or similar will be conducted through __________. 

The US Embassy should be notified in the case of an on-going crisis, and advice from the Embassy should be followed.  The first point of contact in the US for notification of emergencies will be ____________.  Backup contacts are listed on the Participant phone cards.  Participants also have the US Embassy number on their cards.  Emergencies that require us to notify the Participants will be handled through (Main Contact).  All Participants will be providing their families with (Main Contact)’s home, work, and cell phone numbers. 

Participants should consider using International SOS (ISOS).  If the Participants are utilizing ISOS they should print the ISOS membership card and emergency number card with you in case a medical need arises. For additional information on vaccinations, country safety, appropriate hospitals and political stability of the country to which you are traveling as well as to download your membership card, visit the ISOS website.

a) By web: Go to http://www.internationalSOS.com.  
b) By phone:  PHILADELPHIA Alarm Center Tel: + 1 215 942 8226. Have Your Membership Number when you call. This number should be called if there are any emergencies while your team is in the field.

Phone Numbers

	In Country
	Phone number
	In the US
	Phone number

	Team lead
	
	Main Contact

(home) 
	

	Local Contact
	
	Main Contact

(work) 
	

	US Embassy 
	
	Main Contact

(cell) 
	

	US Embassy 


	
	WWW Chair
	

	Other
	
	WWA Secretary/Treasurer


	

	Liaison
	
	Spouse


	

	
	
	Other
	


Note: This information should be provided to each person traveling on your trip and to emergency contacts in the USA (i.e. spouse, closest relative etc)



WWA Travel Insurance Requirements IIINSURANCE REQUIREMENTS

WWA requires you to obtain accident, sickness, and emergency evacuation insurance for the

period that you will traveling as a participant in an international WWA project or international

Partnering Project. 

Travel Accident and Sickness

WWA requires that you have accident and sickness insurance for international WWA projects. Your basic health insurance plan may cover accident and sickness while you are abroad. Please check with your health insurance provider to see if you are covered while outside of your home country. If you are already covered while traveling internationally, you may not need to purchase additional accident and sickness insurance. If you are not already covered by your plan, you must purchase travel accident and sickness coverage. WWA cannot specify the amount of coverage you should obtain. You should consult with the travel insurance of your choice to determine how much coverage you should purchase.

International Emergency Evacuation

This type of coverage is required by WWA for all international WWA projects. International

Emergency Evacuation means that you would be covered in the case of a medical emergency

necessitating your air evacuation. This type of coverage is almost never included in traditional health

policies. Please purchase this coverage through a travel insurance agency and consult with them to

determine the amount of coverage you should obtain. Some travel accident and sickness policies cover

international emergency evacuation as well.

Travel Baggage and Trip Cancellation

This type of coverage is not required by WWA. (It is your personal choice.)

____________________________________________________________________________________

Proof of Insurance: I hereby certify that I have obtained the following travel insurance coverage.

Carrier (Name of Company) _______________________________________________________

Policy/Group Number ____________________________________________________________

Insurance Company Phone Number to be called in case of emergency _____________________

Coverage Details

REQUIRED FOR INTERNATIONAL 


PROJECTS OPTIONAL COVERAGE

Accident Amount ______ 



Trip Cancellation ____   Amount ______

Sickness Amount ______ 



Travel Baggage ____      Amount ______

Emergency Evacuation Amount ______

I hereby certify the accuracy of the above information. (Note: Do NOT type your signature. Typed

signatures will not be accepted.)

Signature: ______________________________ Date: ________________

Typed or printed name: __________________________________________

Personal Health Checklist
This form must be completed by each person who is traveling and a copy should be brought along on the trip by the Health Point Person.  Participants may want to consult the ISOS www.internationalSOS.com for individual memberships, the WHO http://www.who.int/ith/preface.html ) and CDC http://www.cdc.gov/travel/   websites for travel and health advisories for the area. You can also obtain travel information from ISOS through: PHILADELPHIA Alarm Center Tel:  + 1 215 942 8226, if you have a membership. 

Name: ______________________________________ Date of Birth: __________ Age: ______

Home Address (city, state, zip):_______________________

Phone: (    )_____________________  E-Mail Address: ________________________________

Emergency Contact:  (Name and relationship): __________________________________________
Phone: (    )_____________ Alternative Phone:_____________ E-Mail address: ____________

Travel and Evacuation Insurance Information:  (www.specialtyrisk.com is one source) 

The plan must cover volunteer when s/he is out of the country and cover volunteer’s evacuation in case of an emergency.

Carrier or Plan Name: 








 
Carrier address: 










Name of Insured: ________________________ Insurance ID number: ____________________

Allergies:  (Describe Reaction and management of the reaction. Attach additional sheets if needed) 

Medication Allergies: _________________________________________________
__________________________________________________________________________________________________________________________________________________________ 

Food Allergies: ______________________________________________________ 
_____________________________________________________________________________ 

Other Allergies: (insect stings, hay fever, plants, animals, dust, etc.) _________________
_____________________________________________________________________________

Medications Currently Taking:  Please list all medications (including over-the-counter or non-prescription drugs) taken routinely or in case of emergency. Bring enough medication to last the entire trip. Keep medications in the original packaging/bottle that identifies the prescribing physician, the name of the medication, dosage, frequency of administration. 

◊ I do not take any medication on a routine basis OR 
◊ I take the following medications: (include birth control and all things that are taken on an as needed basis as well e.g. Epinephrine for allergic reactions, asthma inhalers… add additional pages as needed) 

Med #1____________ Dosage_____ Times each day ___________ Reason __________

Med #2____________ Dosage_____ Times each day ___________ Reason __________

Med #3____________ Dosage_____ Times each day ___________ Reason __________ 

Eyewear: If you wear glasses or contact lenses, Make sure you have an extra pair and sufficient contact solution etc. Contact lenses are often problematic due to weather conditions, dust and poor sanitation. This can make it difficult to keep contact lenses clean and increase the risk of eye infections. Bring a good pair of sunglasses. 

Current/Past Health History: 
Have you had a recent injury, illness or infectious disease?
No___________ Yes ____________

Do you have diabetes?
No________ Yes __________ Treatment____________________

Do you have asthma?

No________ Yes __________ Treatment____________________

Ever had seizures?

No________ Yes __________ Treatment____________________

Do you have any psychiatric conditions that may require treatment? No________ Yes ________

Any other Health issue someone should be aware of in an emergency? ____________________

What is your blood type? ________________________ 

Tuberculosis Screening

Most Recent TB PPD Skin Test: Date______________ Size (mm) __________ Result ________ 

(PPD test should be placed within two years prior to travel and repeated 3 months after return.) 

If you have had a positive PPD Skin Test in the past, date of your most recent Chest X-ray and result: ________________________________________________________________________

Have you taken treatment for latent TB infection? When? (date) _________________________ 

Immunization Record:  (Write in the dates you received the following immunizations): 

(Remember: Keep a copy at home and travel with your yellow international immunization card.) 

Required Immunizations: 
DPT/DOPT/DtaP:
 #1________, #2________, #3 ________, #4________, #5________ 

Td (Tetanus) booster:
(should be within the past 7 years): ____________ 

Hepatitis A: #1________, #2________ (these must be 6 months apart) 

MMR (Measles/Mumps/Rubella) #1________, #2________ 

Polio (oral or injected) #1_________, #2__________, #3 ________, #4_________ 

Polio booster: _________ 

Yellow Fever (may be required, take your stamped WHO immunization card when you travel): _____________

Japanese Encephalitis (may be required, depends on country): _____________
Highly Recommended Immunizations: 
Varicella (chickenpox): #1________, #2________ or Date you had the disease_________ 

Hepatitis B: #1_________, #2__________, #3________ 

*may do accelerated series, pending approval by health care provider, if unable to complete series before travel.

Typhoid:  ____________ 

Influenza: ________ 

Meningitis: __________ 

Malaria Prophylaxis (drug, dose, schedule): ____________________________________________

Signature of physician or travel clinic nurse:__________________________________________

Name of physician: ___________________ Phone: _________ Alternative phone: ___________

Volunteer Signature: _____________________________________________ DOB: __________
APPENDIX H
WISCONSIN SECTION LEADERSHIP
Wisconsin Section Members that served as National / International Officers.
AWWA Directors from the Wisconsin Section

Past Chairs of the Wisconsin Sections / Wisconsin Water Association

WISCONSIN MEMBERS THAT SERVED AS NATIONAL / INTERNATIONAL OFFICERS

1893 

George H. Benzenberg Milwaukee, President

1969 

Joseph H. Kuranz Waukesha, President

1989-92 
Archie E. Becher, Jr. Wausau, Treasurer

2007 

Nilaksh Kothari, Manitowoc, President
2008-11
Dan Duchniak, Waukesha, National Director at Large
AWWA DIRECTORS

1930-31
Leon A. Smith, Madison

1932-33 
Walter A. Pierce, Racine

1934-36 
Leon A. Smith, Madison

1937-38 
Arthur J. Miller, Sheboygan

1939 

Walter A. Pierce, Racine

1940-42 
Herbert H. Brown, Milwaukee

1943-45 
Arthur P. Kuranz, Waukesha

1946-48 
Joseph P. Schwada, Milwaukee

1949-51 
William Gallaher, Appleton

1952-54 
Harold L Londok, Green Bay

1955-57 
Jerome C. Zufelt, Sheboygan

1958-60
OJ Muegge, Madison

1961-63 
Thomas M. McGuire, Menasha

1964-66 
Joseph H. Kuranz, Waukesha

1967-69 
ZenDo A. Gorder, Madison

1970-72 
Leroy J. Beckman, Madison

1973-75 
Gilbert H. Ruston, Racine

1976-78 
Archie E. Becher, Jr. Schofield

1979-81 
John Skorupski, South Milwaukee

1982-84 
Edward Hawley, New Berlin

1985-88 
Arthur J. Derse, Milwaukee

1988-91 
Louis Schulze, Appleton

1991-94 
James Schulz, Wausau

1994-97 
Tom Konrad, Oshkosh

1998-99 
William F. Nabak, Green Bay

2000-03 
Joe Gehin, Wausau

2004-07
Nilaksh Kothari, Manitowoc
2006-08
Mike Clark, Oak Creek
2009-11
Jim Chaffee, AECOM (ret) / Jacobs Engineering
2012-14
Tony Averbeck, La Crosse (ret) / Hydro Designs
AWWA - WISCONSIN SECTION CHAIRS

1922 

C M. Baker 

1923 

Daniel W. Mead 

1924 

Leon A. Smith 

1925 

W. D. Leonare 

1926 

CP. Gross 

1927 

John H. Kuester 

1928 

Arthur Hall 

1929 

Peter Jurtgen 

1930 

George A Corine 

1931
 
Walter A. Pierce 

1932
 
Herbert H. Brown 

1933

Henry P. Bohmann

1934

Louis F. Warrick 

1935 

Arthur H. Miller 

1936 

Arthur P. Kuranz

1937

C S. Gruetzmacher 

1938 

William P. Gallaher 

1939 

W. C Staeffle 

1940 

Albert E. Hintz 

1941 

James W. Myers 

1942 

Jerome C. Zufelt 

1943
 
O. J. Muegge 

1944-45 
Joseph P. Schwada 

1946 

Harold L. Londo 

1947 

John McCarthy 

1948 

Verne A. Somers

1949
 
James A Snow 

1950 

Thomas M. McGuire 

1951

Frank K. Quimby 

1952 

Edward F. Tanghe 

1953
 
William F. Leistikow 

1954 

Richard E. Cannard 

1955 

Zenna A. Gorder 

1956 

Bruno J. Hartman 

1957 

James E. Kerslake

1958

Harvey E. Wirth 

1959 

Arthur Jark 

1960 

Phillip S. Davy 

1961 

Elmer W. Becker 

1962 

Joseph H. Kuranz 

1963 

Leroy J. Beckman

1929 

Peter J. Jurtgen 

1964 

Donald Laubenstein

1965
 
Dr. M. Starr Nichols 

1966
 
Gilbert H. Ruston 

1967
 
Edmund Malinowski 

1968 

Archie E. Becher, Jr.

1969 

Ceaser A Stravinski 

1970 

O. Fred Nelson 

1971 

Robert E. Clancy 

1972 

Phillip J. Utic 

1973
 
Nathan E. Miller 

1974
 
John Skorupski

1975
 
Elmer J. Olep

1976 

Edward Hawley

1977
 
James Hornung

1978 

Roger W. Lieding

1979
 
John Italiano

1980 

Robert Jones

1981 

Arthur J. Derse

1982
 
Louis Schulze

1983 

Robert Dickinson

1984
 
LaVern Nelson

1985
 
Roy Woboril

1986 

Allen Patzke

1987
 
Robert Baumeister

1988

Thomas Konrad

1989 

James W. Schulz

1990 

William F. Nabak

1991 

Brian Barrett

1992 

Scot Cunen

1993 

Bruce Knudson

1994
 
Mike Olesen

1995 

Joe Gehin

1996 

Don Swailes

1997

Jerry Groth

1998 

Michael Clark

1999 

Don Voigt

2000 

Don Ashbaugh

2001

Nilaksh Kothari

2002
 
Jim Kelly

2003

Jim Chaffee

2004

Mike Rau

2005

Lawire Kobza

2006

Tony Averbeck

2007

Tony Myers

2008 

Tom Krueger

2009 

Richard Hope

2010
 
Nancy Quirk

2011
 
Kevin Richardson
2012

Dave Lewis

2013 (Elect)
Joe Finn

2014 (Elect)
Ann-Perry Witmer

END
Standing Committees











Board of Trustees








Section Members





Special Committees








Chair














National


Director








Secretary-


Treasurer








Trustee


Ex-Officio





4


At-Large Trustees








Senior


Trustee








Vice


Chair





Assistant Secretary-Treasurer














_1386499456.xls
Sheet1

		

								Volunteer Reimbursement Request Form

								(One request per form)

								Indicate the expense account the reimbursement should be applied to:

								6020 - Board of Trustees				6160 - Membership Committee				7115 - MAC Night

								6030 - Audit Committee				6180 - Nominations Committee				7030 - National Meet and Greet

								6040 - Awards Committee				6190 - PSC Liaison Committee				7050 - National TOP OPS

								6050 - CLEAR Committee				6205 - Communication Committee				7055 - National Meter Madness

								6060 - Customer Service Committee				6210 - Research Committee				7210 - Seminar: Water Efficiency

								6070 - Distribution Committee				6220 - Safety Committee				7215 - Seminar Treatment Ops (GW)

								6080 - DNR Liaison Committee				6240 - TOP Ops Committee				7220 - Seminar Safety

								6085 - WISWarn AdHOC Committee				6250 - Treatment Operations Committee				7225 - Seminar Information Technology

								6090 - Education Committee				6261 - Wis. Water For the World Committee				7230 - Seminar Customer Service

								6091 - Youth Education Subcommittee				6265 - Water Efficiency Committee				7235 - Seminar Distribution

								6110 - Fuller Committee				6270 - Young Professionals Committee				7245 - Seminar Regulatory Affairs

								6120 - Information Technology Committee				5011 - AWWA Board Meeting				7250 - Seminar - Not listed: _____________

								6130 - Legislative Affairs Committee				5012 - AWWA Membership Summit				7255 - Seminar Management

								6140 - MAC Committee				5014 - Reg. Officer's Meeting				7260 - Seminar Treatment Operations (SW)

								6150 - Management Committee				5021 - AWWA Summer Meeting				7285 - Research Needs Workshop

								Unknown account, list specifics:

										Date of expense:

										Amount of expense:

										Purpose of expense:

										Check should be made out to:

										Address for mailing:

								All receipts and invoices appropriate to this request are attached and I certify that I have incurred the expenses listed above on behalf of the Wisconsin Water Association, and I am requesting reimbursement as specified above.

								Signed______________________________________________        Dated_____________________

								Submit on or before the first Wednesday of the month to:						Requests will be presented as part of the financial report to the Board, if needed.  Reimbursement checks will be cut and in the mail by the end of the month of the presentation to the Board.

								Kelly Zylstra, WWA Secretary/Treasurer

								Wisconsin Water Association c/o S.E.H. Inc

								5395 North 118th Court, Milwaukee WI 53225

								Or by fax: 414-393-1682, or by email to kzylstra@sehinc.com

								The Operations Manual states:

								WWA will reimburse all necessary and reasonable expenses incurred by volunteers, and speakers/trainers conducting approved WWA business if the Board of Trustees has pre-approved expense reimbursement for those volunteers and/or speakers/trainers.  This in

								WWA requests all receipts with a dollar value of $5 or more be submitted for reimbursement.  A WWA expense statement form must be submitted with accompanying receipts no later than 30 days after the event reimbursement.

								WWA will provide lunch for committee members if a scheduled committee meeting extends into the lunch hour.  WWA does not reimburse travel, lodging, or other meal expenses for committee meetings.

								Speaker honorarium for presentations at the Annual Meeting technical program or at other technical seminars must be approved by the Board.
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