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Mission Statement

The purpose of the Texas Public Works Association (TPWA) is the advancement of the theory and practice of the design, construction, maintenance, administration and operation of public works facilities and services; the dissemination of information and experience upon and the promotion of improved practices in public works administration; the encouragement of the adherence by public works officials to a high professional standard; and the professional and social improvement of its members, as set forth in the “Rules Governing Chapters of the American Public Works Association.”

Goal of the Annual  Conference

The Annual Conference is held each year for the benefit of our members and as a primary source of funds for the annual operation of the Chapter.

1. Host City Submittal

A. Introduction/Commitment

The Host-City and/or Branch will need to demonstrate a commitment to this conference as part of the proposal including a financial commitment as outlined in this Standard Operating Procedures Manual (SOP).  In addition, the Host City and/or Branch shall work with TPWA Chapter Leaders, the local branch of TPWA, and the local Convention and Visitor’s Bureau as outlined in this SOP.

B. History

Information regarding the Texas Chapter and its Branches can be found on the TPWA website at www.tpwa.org.

· The TPWA Annual Conference has been held in all regions of the State of Texas.   See the TPWA website for a listing of recent and future locations.  

· Although attendance varies from year to year, on the average attendance at the conference is as follows:

Delegates – 300-500

Spouses –    50

Youth –       20

Exhibitors - 80

C. Process

1. Notification

The Secretary of the Chapter serves as the Site Selection Committee Chair.  Approximately every three years in February/March, solicitation letters are mailed directly to Directors of Public Works, the TPWA Branch Presidents, the Convention and Visitors Bureau, of Cities across the state soliciting proposals for hosting the annual conference. The TPWA Branch President will receive their letter of request eight (8) months in advance to allow enough time to select candidate cities for submission. Multiple cities from the same Branch can submit a proposal with support Branch support.

Written proposals addressing the criteria listed in Section D of this SOP must be received by the Chair of the Site Selection Committee by the date required on the solicitation letter (usually mid May). Submittal requirements are as follows:

· Proposals shall include the information form with all required signatures, the preliminary conference budget, and shall address the items listed in this SOP.  A sample copy of a previously submitted proposal is provided in the Appendix (Appendix A) for informational purposes. The submitted proposal shall include one (1) original and five (5) copies of each item.  

· All proposals shall be in writing.  The Site Selection Committee will not accept any verbal commitments by any entity during the proposal stage or during final presentations to the committee.  

2. Site Selection

The TPWA Site Selection Committee shall review all valid proposals and verify the information.  The Site Selection Committee Chair will contact the Primary Contact Person as identified on the proposal and schedule a presentation with the Committee.  The contact person should be notified a minimum of two weeks prior to the scheduled presentation.  

Presentations are conducted at the beginning of the TPWA Annual Conference the year submittals are requested.   The TPWA Chapter Board shall vote upon the recommendation.  The selected Host City/Cities will be notified shortly thereafter by the Site Selection Committee Chair.

D. Host City Requirements

1.  Local Conference Planning Committee (LPC)

· The host-city in conjunction with the local TPWA Branch (if applicable) will establish a LPC.  

· The Annual Conference Chair shall be appointed by the LPC, one year prior to the Annual Conference.

· The Annual Conference Chair in conjunction with the Chapter Vice President shall oversee all items pertaining to the conference.

· The Annual Conference Chair shall provide direction to the LPC.

· The Local Conference Planning Committee shall plan the opening and welcoming presentation for the conference.

· The Chair of the LPC, or an alternate representative as designated by the LPC, will be expected to be present at TPWA Board meetings to give an update on the conference planning beginning at least one year prior to the conference.  A listing of upcoming TPWA Board meetings can be obtained from the local TPWA Branch, Chapter or the TPWA website at www.tpwa.org.
· Two weeks prior to each Chapter Board meeting, the LPC Chair shall submit an agenda to the TPWA Board Vice President for review and approval.

(  Host City is responsible for planning the following events:

(    Wednesday Early Bird Reception

· Thursday evening social function

· Friday evening awards banquet

(   The LPC shall appoint a LPC Educational Chair.  The LPC Education Chair shall notify the Chapter Education Chair the anticipated dates the local planning committee has established as required dates for printing conference material.  The Chapter Education Chair shall make every effort to have technical sessions and speakers identified to meet the printing deadlines established by the LPC.

(  The Chapter Education Committee in conjunction with the LPC Education Chair will determine the overall conference education schedule.  Seven one-hour sessions will be the maximum number to allow for the visitation to the Exhibitor/Vendor area in the Exhibit Hall.

(   The LPC Education Chair will receive the technical session evaluation forms from the Chapter Education Chair no later than one week prior to the conference.  The LPC Education Chair is responsible for providing a minimum of number of copies of the evaluation form per session as stated in section B.6.a.ii.

(  The TPWA Education Chair shall be responsible for the final topic and site selection of a technical tour(s) for Friday afternoon. Options and input is to be provided by the LPC Education Chair.

(  The LPC is responsible for scheduling a “Lessons Learned” meeting after the conference. The meeting is to be scheduled on Saturday morning after the Farewell Breakfast.  The Chapter Vice President (current and following year), LPC Chair, members from the next year Branch and the Education Chair – Chapter and LPC shall be in attendance.

(  The LPC is responsible for speaker appreciation gifts.

2. Financial Requirements

(  For consideration to host the annual conference, the site selection committee considers the financial revenue that can be expected.  The goal for TPWA is to net a minimum of $40,000.  This amount funds the operating expenses of the Chapter.

(  There are direct expenses to the Host City in hosting the annual conference, including hospitality costs and transportation expenses which can reach up to $6,500 depending upon the program activities.

(  In the year prior to hosting the conference, the Host City is responsible for financially underwriting and preparing for the opening conference social event which is the Early Bird Reception. This event is typically Exhibitor/Vendor sponsored. 

Example:  The host city for 2010 is responsible for the host city social event conducted during the 2009 conference.

(  After the Local Conference Planning Committee has been formed, the LPC Chair can make a written request to the TPWA Chapter Board for an advancement of up to $5,000.00.  This provides funds to get the conference underway.  Upon completion of the conference and all bills are paid, the LPC Chair shall reimburse the TPWA Chapter Board the advancement along with the conference profits. 

Excess profits from the conference shall be allocated per the Revenue Sharing Agreement as approved by the TPWA Chapter Board.

a. LPC Treasurer

The LPC Treasurer shall be appointed by the LPC and shall be responsible for handling all conference finances that includes establishing the conference budget, paying bills, receiving revenues and preparation of the final conference audit. The LPC Treasurer will be responsible to set up a bank account for their specific annual conference. The TPWA Chapter Board recommends using their bank if a branch is available in the Host City area.  The LPC is responsible to coordinate with the Chapter Treasurer. The Chapter Treasurer’s responsibilities are detailed in section A.3. 

b. Fees

A list of fees charged for the most recent Annual Conference for use in preparing the preliminary budget can be found on the TPWA website at www.tpwa.org. The recommended fees for the conference must be submitted to the Chapter Vice President for approval. 

c. Contracts

The Host City and/or Local Branch will be required to negotiate contracts for the annual conference.  

· Contracts can include the hotel, civic center/convention center, insurance, audio-visual equipment, entertainment, caterers, and transportation.

· All contracts must be reviewed by APWA prior to execution.  Contracts are to be sent to the Chapter Administrator who will coordinate with APWA.

· All contracts over $5,000.00 must have prior authorization and be signed by APWA.

(    Contracts must be executed by a current Chapter Executive Board member (allow 6-8 weeks for final execution).

d. In-Kind Contributions

 TPWA host cities shall make significant in-kind contributions towards defraying the expenses of the TPWA Annual Conference, including city staff time and use of various city facilities such as the convention or civic center.  Brochures on the host-city, maps, directions, and information on the host-city, and information on surrounding attractions in nearby communities shall be made available for conference promotion purposes. 

3.  Site Requirements

The Host-City shall secure locations and sites for social functions, local talent, caterers, and service organizations that can contribute to the success of the conference.

a. Hotel Accommodations

First-class sleeping rooms (225 est.)

· 150 double (est.)

· 75 single (est.)

· Wednesday arrival (app. 200 rooms)

· Saturday noon departures

Suites (5-7)

· Suite for TPWA President

· Suite for the TPWA Chapter Administrator

· Suite for TPWA Chapter Vice President/Conference Vice Chair

· Suite for LPC Chair

· Suites for Guest Speaker at the General Session(s)

b. Meeting Accommodations (format and times vary annually)

· Wednesday (1:00-5:00 p.m.) conference room (hollow square for minimum of 40)


· Thursday (8:00-9:00 a.m.) opening general session (theatre style for 150)

· Thursday (9:00-5:00 p.m.) break-out sessions (6 rooms, classroom style: two for 50; two for 80; one for 100, and one for 150)

· Friday (8:00 a.m.-noon) break-out sessions (6 rooms, classroom style: two for 50; two for 80; one for 100, and one for 150)

· Friday (6:30 – 10:00 p.m.)  Award’s Banquet (1 room, banquet style for 200)

(    Saturday (9:00am – 10:00 am) lessons learned session (1 room for 40 people)

(     1 to 2 additional rooms should be available daily on Thursday and Friday of the conference for:

· Meetings/committee members

· Speaker Hospitality Room

c. Food and Social Functions (numbers are estimates only)

· Wednesday Early Bird Reception (300 persons)

· Thursday kickoff breakfast (250 persons)

· Thursday mid-morning refreshments (350 persons)

· Thursday delegates luncheon (200 persons)

· Thursday mid-afternoon refreshments (350 persons)

· Thursday social event (100 persons) (Family Night)

· Friday delegates breakfast (200 persons)

· Friday mid-morning refreshments (350 persons)

· Friday delegates luncheon (200 persons)

· Friday awards banquet (200 persons)

· Saturday closing breakfast (150 persons)

During the planning phase, the LPC should consider placing the meals in the Exhibit Hall to allow for traffic in and around the Exhibitors/Vendors.

d.  Exhibit Hall Requirements

· Space for minimum of 80 - 10’ X 10’ exhibit booths.

· Additional booth sizes may be made available once minimum requirements are met.

· Outside demonstration space with after hour’s security provided for large equipment.

· Exhibit space must also accommodate refreshment area.

4.  Other Considerations

· Accessibility to major airline service

· Number of hotels which must be used

· Proximity of hotels to conference site

· Unique points of interest for attendees

· The Host City must be an APWA city agency or have a signed commitment of support from the local Branch. 

· Although other activities such as tennis, fishing, and running are not usually formal parts of the program, the Host-City should be prepared to undertake these activities at the direction of the committee.

5. Hospitality

· The LPC shall provide a hospitality room throughout the conference for speakers, moderators, and TPWA Chapter Board members.  

· The LPC shall provide a hospitality room throughout the conference for Exhibitors/Vendors adjacent to the Exhibit Hall.

· The hospitality rooms should have food, beverage and IT services available during conference hours (excluding breakfast, lunch and dinner).  

· Host City should provide VIP transportation to and from the airport to the hotel if requested for the Chapter President, Vice President and/or Chapter Administrator.

6. Spouse and Youth Program

The spouse and youth programs will be developed and performed by the Host-City.  Historically, TPWA host-cities have worked with city parks and recreation department staff to organize programs for the children as well as having departmental personnel serve as chaperones.  The activities and costs of these programs shall be addressed in the proposal.

· APWA insurance may be required for certain activities.  

7. Sporting Activities

The LPC will be required to coordinate all aspects of the Wednesday morning golf tournament, including site selection, assignment of tee times, appointment of a tournament coordinator, and establishment of an appropriate entry fee to cover tournament costs.  

2. Annual Conference

A. Role of TPWA Chapter

1. Annual Conference Education Committee

The Annual Conference Education Committee shall consist of the TPWA Chapter Vice President, the TPWA Education Chair, the TPWA Technical Chairs, and the LPC Educational Chair.  Responsibilities of Annual Conference Education Committee is to compile all course outlines, learning objectives, speaker contact list and speaker bios

2. Education and Training

a. The TPWA Education Chair shall be appointed by the TPWA Board President the year prior to the conference.

· The TPWA Education Chair oversees the Technical Committee Chair and committee members.

· The LPC Education Chair shall notify the Chapter Education Chair the anticipated dates the local planning committee has established as required dates for printing conference material.  The Chapter Education Chair shall make every effort to have technical sessions and speakers identified to meet the printing deadlines established by the LPC.

· At a minimum the annual conference education tracks shall consist of the following:

· Management & Leadership

· Engineering & Technology

· Transportation

· Water Resources

· Solid Waste

· Fleet

· In conjunction with the LPC Education Chair, other tracks can be offered such as Emergency Management or Utilities/Public ROW

· The Chapter Education Committee is responsible for obtaining speaker information, bio and learning objectives for all scheduled sessions.

· The Chapter Education Committee is responsible for scheduling all technical sessions.

(  The Chapter Education Committee in conjunction with the LPC Education Chair will determine the overall conference education schedule.  Seven one-hour sessions will be the maximum number to allow for the visitation to the Exhibitor/Vendor area in the Exhibit Hall.

b. The TPWA Education Chair shall be responsible for submitting the technical sessions to APWA Headquarters and the TCEQ to receive approval to allow each attendee to obtain CEU/PDH.

· For APWA CEU credit, each session must contain speaker information and a minimum of 3 learning objectives.

· CEU application is available on line at www.apwa.net and must be submitted no later than 10 days prior to the conference

· The Solid Waste Technical Chair is responsible for submitting to the TCEQ for CEU credit.

· The TPWA Education Chair is responsible to provide technical session evaluation forms no later than 1 week prior to the conference.

· The LPC Education Chair is responsible for printing copies of evaluation forms.

· The TPWA Education Chair shall be responsible for confirming all speakers.

· The TPWA Education Chair shall appoint a member responsible for confirming, scheduling and training all moderators. 

· Technical Session moderators should be the respective Chapter Technical Committee Chair.

· The TPWA Education Chair shall be responsible for scheduling and providing a conference Moderator Orientation.

· The TPWA Education Committee shall be responsible for the final topic and site selection of a technical tour for Friday afternoon. Options and input is to be provided by the LPC Education Chair.

· Moderator orientation is to be scheduled each morning during the conference technical session scheduled days.

c.  TPWA Technical Chairs and Co-Chairs

· The TPWA Technical Chairs and Co-Chairs shall be appointed by the TPWA Board President the year prior to the conference.

· The TPWA Technical Chairs and committee members shall develop the technical sessions, locate presenters, and moderate the conference technical sessions. 

· The TPWA Technical Chair shall make contact with all committee members to inform them of their responsibilities and anticipated schedule of work.

· The TPWA Technical Chair shall be responsible for scheduling conference calls with members to develop the technical sessions.

· The TPWA Technical Chairs and Co-Chairs shall submit their recommendations to the TPWA Education Chair by the deadline established by the Chair to meet the LPC printing deadlines.

· Technical Chairs and Co-Chairs are responsible for reviewing all educational courses submitted by the LPC.




d.  TPWA Technical Committee Members

(    One member for each technical committee shall be appointed   by each active TPWA branch.

(     Technical committee members shall be identified in January of each year and shall serve a minimum of one year.

(  Technical committee members should be knowledgeable in the respective technical track.

( Technical committee members will be contacted by the Chair for scheduled conference calls.  If two consecutive calls are missed, the Technical Committee Chair shall recommend to the Education Chair that the respective Branch replace the member.

e.  TPWA Technical Session Speakers

(The TPWA Technical Committee Chair is responsible for ensuring that all speakers for that track are contacted once they are confirmed to speak at a conference and formally notified of the scheduled speaking date, time and location.

(The TPWA Technical Committee Chair is responsible for ensuring that speakers are sent a reminder 1 week prior to the start of the conference to confirm participation.

(Speakers are to be informed that presentations are not to be a sales pitch of their company or product.

(Technical Session Speakers are not required to pay the conference fee for the day they are scheduled to speak.  

(Technical Session Speakers wishing to attend all days of the conference are required to pay for the other days utilizing the 1-day rate.

(Technical Session speakers are responsible for all other expenses such as travel, lodging and meals.

3. TPWA Treasurer

· The TPWA Treasurer shall be included on all signature cards for all conference accounts.  

· The TPWA Treasurer shall have access to audit the account at any time.

· The TPWA Treasurer shall be consulted on all individual expenditures over $1000.00.

(    At the conclusion of the event, the LPC Treasurer will submit the final financial report to the TPWA Chapter Treasurer for review and concurrence prior to the fall Chapter Board meeting that occurs concurrent to the Texas Municipal League Conference.  

(    The TPWA Treasurer is to ensure all conference bank accounts established by a branch is closed within one month of the final reconciliation.

(     Financial reporting requirements include end-of-the-year reports (March 1st), beginning and ending bank statement and other attachments as provided by the LPC Treasurer.

4.  TPWA Chapter Administrator

(   The TPWA Chapter Administrator shall be available as a reference for questions that the LPC may have regarding the conference.  

(    The TPWA Chapter Administrator will assist in coordination with APWA as required for contracts and insurance requirements in support of the conference.

(The TPWA Chapter Administrator shall be responsible for working with the TPWA Chapter Award Chair to supply the necessary plaques for the Award Banquet.

B. Role of the Local Conference Planning Committee (LPC)

The LPC shall consist of the members from the host city, members from the local TPWA Branch, and the Chapter Vice President. The Vice President of the Texas Chapter is responsible for the education and training programs of the Chapter.  The Vice President serves as the Vice-Chair of the annual conference planning committee. The LPC shall report to the TPWA Board through the Vice President through the Annual Conference Chair or representative designated by the LPC.

1.  LPC Education Chair

(  The LPC Education Chair shall report to the Chapter Education Chair for coordination of all technical sessions and tours.

( The LPC shall appoint a LPC Educational Chair.  The LPC Educational Chair shall be responsible for forwarding topics relevant to the local area to the TPWA Educational Chair by October 1st the year prior to the Annual Conference.  The Chapter Education Committee is responsible for selecting the educational program to include speakers for the conference.  Coordination with the LPC Education Chair will occur as necessary. 

(  The LPC Education Chair shall notify the Chapter Education Chair the anticipated dates the local planning committee has established as required dates for printing conference material.  The Chapter Education Chair shall make every effort to have technical sessions and speakers identified to meet the printing deadlines established by the LPC.

The Chapter Education Committee in conjunction with the LPC Education Chair will determine the overall conference education schedule.  Seven one-hour sessions will be the maximum number to allow for the visitation to the Exhibitor/Vendor area in the Exhibit Hall.  The TPWA Education Chair shall be responsible for the final topic and site selection of a technical tour(s) for Friday afternoon. Options and input is to be provided by the LPC Education Chair.

(  The LPC is responsible for scheduling a “Lessons Learned”   meeting after the conference. The meeting is to be scheduled on Saturday morning after the Farewell Breakfast.  Attendees shall include:

(  The Chapter Vice President (current and following year) (  LPC Chair

(  Members from next year branch 

(  Chapter Education Chair 

                                                (  LPC shall be in attendance.

(  The LPC is responsible for speaker appreciation gifts

(The LPC Education Chair will receive the technical session evaluation forms from the Chapter Education Chair no later than one week prior to the conference.  The LPC Education Chair is responsible for providing a minimum of number of copies of the evaluation form per session as stated in section B.6.a.ii.

2. Contracts

(The LPC shall negotiate all contracts for the Annual Conference.  Those can include the hotel, civic center/convention center, insurance, audio-visual equipment, entertainment, caterers, and transportation.

(Audio Visual Required Equipment shall consist of the following:

General Session

· Podium

· Microphone

· Large Screen (if necessary)

Technical Session (Except Leadership/Management)               

· Computer Laptop (with working USB ports)

· Podium

· Microphone

· Projector

· Large Screen

Leadership/Management Room is to be equipped with wireless microphone capabilities

· All contracts must be reviewed by APWA prior to execution. 

· All contracts over $5,000.00 must be approved and executed by APWA.  

· Select and contract with Keynote Speaker. Keynote speaker may be paid for services and receive free attendance at conference and expenses (includes lodging, travel and meals). 

      These costs are to be included as part of the conference budget.

3. Invoices

The LPC shall forward all invoices to the LPC Treasurer for prompt payment.

4. Insurance Requirements

Insurance forms and requirements can be obtained from the TPWA Chapter Administrator on the APWA web site (www.apwa.net).  The insurance required amounts and name of insured should be obtained no less than three months prior to the event.  Special activities associated with tours, spouse program and youth program may apply.

5. Finance

(The LPC shall appoint a treasurer for the Annual Conference.

· The LPC Treasurer shall establish a bank account specifically for the Annual Conference.   TPWA Treasurer shall be a signature on the bank account.  TPWA Chapter shall have access to the bank account at all times.

· The LPC Treasurer shall be responsible for all Annual Conference finances.

(    The LPC Treasurer shall set up a separate bank account                   specifically for the annual conference. The Chapter Treasurer shall be listed on the bank account with full authorization.

(   At the conclusion of the event, the LPC Treasurer will submit the final financial report to the TPWA Chapter Treasurer for review and concurrence prior to the fall board meeting, which occurs concurrent to the Texas Municipal League Conference.  

(   At the Fall Board meeting, the LPC Chair shall present to the Chapter Board members the final fiscal accounting from the conference to include a check for the outstanding balance.

(One month later, the LPC conference bank account shall be closed with confirmation being sent to the Chapter treasurer.

6.  Publicity

· The LPC shall submit ideas for the Annual Conference Theme and Logo to the Board 18 months prior to the Annual Conference.

· Members of the LPC shall promote the Annual Conference by attending the TML conference the year prior to the Annual Conference and coordinate staffing of the TPWA booth with the Chapter Trustee. A minimum of 1 person shall be present in the booth at all times.

a. Printed Material

i. Prior to Conference

· Development of the conference logo

· Postcards with the conference date and locations should be distributed at the Texas Municipal League meeting and the TPWA Short Course prior to the Annual Conference.

· Brochures 

· Notice to delegates

· Notice to exhibitors

· Exhibitor registration form

· Program/registration form

· Press releases/ Advertisements

· Conference materials should be posted on the APWA-Texas Chapter website at www.tpwa.org along with a contact person, phone number and email address.

(
Program registration should be mailed out on a separate mail-out and include the ability to register for the conference on-line.

ii.  For Conference

· Signs – provide signs for Sponsors and directional guidance

· Conference identification/passes

· Conference Evaluation Forms for each technical session.  An example Evaluation Form can be found in the Appendix B.

· A minimum of 30 evaluation forms are to be printed per technical session, except for Leadership/Management

· A minimum of 50 evaluation forms are to be printed per technical session for Leadership/Management Track

· Speaker Contact Information Sheets

· Master List provided by the Chapter Education Chair 

· Copies for attendees provided by LPC

· Moderator Forms

(    Master List provided by the Chapter Education Chair.

· Technical Sessions Schedules with room numbers

· Opening and welcoming Presentations

Except for opening and closing statements and daily housekeeping announcements, all other conference presentations should be by a Chapter Board member (President, Vice President or Education Chair)

iii.   The Participant

· The LPC shall be responsible for advertisement, a pre-conference article, and a post conference article in The Participant.

· Publication of the conference document should be ready in late February of the event year in order to be included in the Spring Edition of the Participant.  Information is to be submitted to the Chapter Administrator with a copy to the Chapter Secretary.

· Post Conference Article is due in July, the year of the conference.  Article is to be submitted to the Chapter Administrator with a copy to the Chapter Secretary. 

· The Participant will publish your conference document without charge.  

· Any photos used in the documents should be checked for copyright conflicts.

7. Registration

a. Staff

· The Chapter Administrator will provide a registration company to handle all attendee and exhibitor/vendor/sponsor registration.

· The registration company will handle all pre-registration and on-site registration for the delegates and the vendors including the handling of funds and distribution of receipts.

· The registration company will begin online registration at the conclusion of the Short Course held that same year.  (Mid February)

· The registration company will prepare all nametags for each participant, exhibitor and vendor. 

· Special tags are to be used to identify 

· Speaker

· Chapter Board Member

· Education Committee Member

· Sponsor

· Exhibitor 

· Host Committee

· The registration company will provide weekly updates for number of attendees to the LPC Chair. 

· Details shall consist of:

· Total number of Registrants

· Full

· 1 day registration

· Spouse Registration Total

· Youth Program Registration Total

· Golf Registration

· Awards Dinner Registration

· Family Night Registration 

· At the conclusion of the conference, registration company will provide a final report to the LPC Chair no later than 60 days after the conclusion.

· The LPC shall appoint one person per day to be the local contact person.  The local contact person shall remain at the registration desk.  The local contact person should be familiar with the conference facilities, conference schedule, and local city.  

· The LPC shall appoint a minimum of 3 runners to collect all speaker evaluation forms from the moderators, and run errands for the local contact person.  

· The LPC shall provide or make available a computer, printer and copy machine at the registration desk.

· The local contact person should have access to a PA system if possible.

· The local contact person should have a list of contact numbers for the LPC, Chapter Vice President, TPWA Chapter Administrator, TPWA Education Committee, Speakers and Moderators during the conference.

· The local contact person should have the list of passwords for the laptops.

b. Fees

(The goal of the Texas Chapter is to provide “value” to members to attend the conference.

· The LPC shall recommend the fees for the conference activity based on proposed expenses and compared to previous conferences.  

· The LPC shall submit the proposed fees to the TPWA Chapter Vice President for approval one year prior to the Annual Conference.

(   The following are to receive free attendance at the conference.  No other ‘comps” are to be provided.  Branches wishing to provide attendance for the LPC or others free of charge must pay for the registration.

· TPWA past presidents 

· TPWA chapter current President

· TPWA Chapter Vice President

· TPWA Chapter Education Chair

· LPC Chair

· LPC Education Chair

· Technical Session Speakers for day of presentation only.

c. Hotel Accommodations

The LPC shall be responsible for negotiating with and the coordination of the conference hotel accommodations.

8. Chapter Operation Revenue Generating Activity

a. Exhibition

The LPC shall obtain a list of past sponsors/exhibitors from the Chapter Administrator.  The LPC shall plan the conference so that TPWA attendees maximize their time in the Exhibit Hall.  To accomplish this the LPC should consider placing the meals in the Exhibit Hall to allow for traffic in and around the Exhibitors/Vendors. The LPC shall:

· prepare the exhibit hall floor plan.

· The LPC shall select a decorator (familiar with the TPWA Annual Conference) for the Exhibit Hall area setup.  This company should be able to provide your committee with a layout of the Exhibit Hall that will maximize the number of exhibitors that can be invited to participate in the event.  Check with the Convention Center personnel to determine if outside vendors can perform the decorator task for this event.

· If this company is hired at least one year prior to your event, a booth could be setup at the previous year conference to obtain exhibitors and vendors commitment for your event.  The company name and phone number can be added to the event web page so that exhibitors and vendors can be directed to them.  

· The company shall act as the exhibitors’ liaison between the Local Conference Planning Committee and the Exhibitor/Vendors.

(    Arrange for security for the AV equipment, exhibitor booths, and outdoor exhibits.

.  



i. Exhibitors

Exhibitor is a company who purchases a booth to display his company’s information and/or business.

· The LPC shall contact potential exhibitors/vendors.

· LPC is to schedule a minimum of 2 hours/day for “non compete” time with vendors.

· Exhibitors are allowed two representatives/day as part of the vendor fee.  Additional people are responsible to register and pay conference attendance fee.

(   Two vendor representatives are to be provided all amenities associated with “full registration” (i.e. breakfast, lunch if these items are included with a full conference registration).

· Activities not included are:

· Golf

(   Exhibitors are required to have booth set up by time identified by LPC.  No booth is to be taken down prior to noon on Friday.  Failure to abide by these requirements may jeopardize future participation.

(   All vendors are to be treated equally.  No vendor is to receive special services or considerations.

       (   Vendors are to be provided a “break room” 

· Break room is to have light snacks, soda and water provided during conference hours.

ii. Sponsors

Sponsor is a company that pays to sponsor a meal or Chapter activity. Depending on the type of sponsorship (gold, silver or bronze), the sponsor will be allowed a certain number of registrations for company employees to attend the event at no additional charge.

· The LPC shall be responsible for recruitment of various levels of sponsors for all conference events.

· Examples of different levels of sponsorships:

Gold Sponsor:  ($)                                                                                  Silver Sponsor: ($)
10’ x 20’ Exhibit Booth





10’ x 10’ Exhibit Booth

Two-Hole Sponsorship at the Golf Tournament


Two Conference Registrations

Four Conference Registrations




Logo on Conference Program

Logo on Conference Program




Logo displayed at Banquet, Exhibit 

Logo displayed at Banquet, Exhibit Hall & Registration Area
               Hall  & Registration Area

Recognition in all printed materials




Recognition in all printed materials

Bronze Sponsor: ($)
                              Golf Hole Sponsor: ($)
10’ x 10’ Exhibit Booth
                              Includes Sponsor Recognition

One Conference Registration
                             Sign on One Hole at Tournament

Logo displayed at Banquet, Exhibit Hall
                              Tournament Entry $50.00

   & Registration Area



Recognition in all printed materials



b. Golf Tournament

· The LPC shall be responsible for golf course selection and all other arrangements pertaining to the Golf Tournament. 

· The Golf Tournament should be scheduled on the first morning of the opening day (usually Wednesday) at a local golf course.

· The LPC shall be responsible for arranging transportation between the convention site and the golf course.

· The Chapter Vice President shall review the registration fees and sponsorship levels recommended by the LPC.  

· The registration fees should include green fees, cart, lunch and door prizes.

· APWA liability requirements shall be followed (Appendix C).

9. Hospitality

· The LPC shall staff a hospitality center for speakers and moderators.

· The LPC shall provide refreshments (coffee, juice, soft drinks, and pastries) and information throughout the conference in the hospitality center.

10. Spouse and Youth Programs 

· The LPC shall be responsible for negotiating and organizing activities for conference attendees spouse and children through out the Annual Conference. 

· The LPC shall be responsible for advertising and promoting the events for the Spouse and Youth Programs.

· The LPC shall provide copies of printed materials for the Spouse and Youth Programs.

· One night of the Annual Conference will be dedicated to an outing established for the entire family.  This activity should include a dinner.  This event is normally scheduled on Thursday night.

· The LPC shall have programs available that run concurrent to the Educational Technical Sessions for the spouses and children.  

· The LPC shall arrange to transport attendees to and from the hotel.  

· The LPC shall provide additional staff members to chaperon the children participating in the youth programs.

11. Awards Program

· The Awards Program should include a mixer of a minimum of thirty minutes prior to the sit-down dinner during the Awards Program.

· The mixer is generally sponsored.

· The TPWA Awards Chair shall supply the necessary plaques and handouts for the Awards Banquet.

· The awards program dress is to be business attire.

· Should have the A/V equipment included with the room arrangement

12. Transportation

· The LPC shall be responsible for negotiating a contract to transport conference attendees between the hotel and the conference center/conference activities.

13. Catering

The LPC shall be recommend and negotiate a contract for catering the Annual Conference.  Verify catering options with the Conference Center personnel.

APPENDIX A
SAMPLE ANNUAL CONFERENCE HOST CITY SUBMITTAL

APPENDIX B

CONFERENCE EVALUATION FORM

APPENDIX C

MODERATOR FORMS

APPENDIX D

INSURANCE REQUIREMENTS
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