Committee Standard Operating Procedures


	Committee Name
	Fall Conference

	Approval Date:
	September 8, 2011 
	Latest Revision Date: 

(To Be Reviewed Annually)
	September 15, 2020


Goals

· Conduct Fall Conference and encourage new attendees. 

Committee Membership

· Chair Elect

· Other interested parties

Timeline / Deadline
	November
	· Attend joint planning meeting at previous conference 
· Sign contract for the next year

	February
	· Schedule three-group planning meeting

	March
	· Schedule planning meeting for papers 

	April through August
	· Coordinate pre-conference workshop topics

	April
	· Attend three-group planning meeting 

· Hold planning meeting for conference presentations 
· Issue call for papers after planning meeting

· Organize audiovisual equipment

	May
June
	· Coordinate with Director to inform National representative 
· Get draft of the program to the lead organization

	July
	· Place draft agenda on Section website 

	August
	· Review contract 

· Review draft program before printing the mailing

	August / September
	· Coordinate Fresh Ideas poster competition with students/Young Professionals

	September
	· Obtain current mailing list and send mailing 

· Board Meeting - Review program before printing conference booklet

· Send confirmation and bio forms to speakers 

· Have the Awards Committee coordinate attendance of award recipients 

· Coordinate attendance of awards recipient’s families 

· Make reservation at restaurant for pre-conference dinner 

· Make reservation for Past President’s breakfast and send invite to past presidents

· Purchase gift for AWWA dignitary 

· Verify audiovisual equipment 

	October
	· Have the lead organization secure reservations for the visiting dignitaries 

	November
	· Assist lead organization in conference registration 

· Attend joint planning meeting for next conference


Deliverables / Activities
· Fall Conference Program
· Fall Conference Planning and Coordination

Standard Procedures
· Three Association Memo 3/1/19
Supporting Materials

Future Conference Leads:
The following is an update of the rotation through 2036.  
Year


Lead Organization






2019


NSAWWA








2020


NWEA









2021


APWA









2022


NWEA









2023


NSAWWA








2024


APWA








2025


NSAWWA








2026


NWEA











2027


APWA








2028


NWEA









2029


NSAWWA








2030


APWA









2031


NSAWWA








2032


NWEA









2033


APWA








2034


NWEA









2035


NSAWWA








2036


APWA
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