Chair 
Lead meetings of the Chapter and its Board of Directors.  He/she shall be responsible for calling special meetings of both groups.

Appoint or reappoint representatives for the operating committees of the Chapter, administer the activities of those committees and sit ex-officio on each.  The following committees are desirable:  Bylaws, Membership, Program, Education, Nominating, and Communication Committees.

Coordinate the activities among the various committees of the Chapter.  He/she is specifically charged with maintaining relations with other organizations and representing the Chapter in the Section and the Association.

Submit an annual report on Chapter activities to the Section Secretary prior to March 1 of each year.

Vice-Chair

Preside at Chapter or Board of Directors meetings in the absence of the Chair.

Assume the duties of the Chair upon the disability or resignation of the latter.

Assist the Program Chair.

Assist in making arrangements for any technical conferences.

Assist the other Chapters or the Section, when requested, in developing and maintaining programs of high quality.

Secretary

Take the minutes of all Chapter or Board of Directors meetings.

Maintain the correspondence, records, and non-fiscal proceedings of the Chapter, and pass those records on to succeeding Secretaries.

Assist the Communication Chair and ensure the regular publication and dissemination of a newsletter to the Members of the Chapter.

Provide notice of all Chapter activities to the membership.

Treasurer

According to the Bylaws of the Chapter:

D.
The Treasurer shall have the following duties:

1.
Receive and disburse Chapter funds in accordance with the policies of the Board of Directors.

2.
Maintain proper records of all receipts and disbursements of funds by the Chapter.

3.
Prepare a financial report of all receipts and disbursements of funds by the Chapter.

4.
Approve all expenditures of funds by the Chapter.

On the practical level:

We have two accounts with Wells Fargo Bank; Checking account and Money Market savings account.

General Responsibilities:

1. Bring check to each meeting for catering. Check with current Program Chair for amount, or wait until the meeting and see what’s on the invoice.

2. Reimburse normal operating expenses with checks.  Typical expenses include meeting expenses for officers and committees, reimbursement for Program Chair activities, etc.

3. Deposit dues checks and monies from the Section.

4. Complete an annual report for the chair at the end of the fiscal year, summarizing cash flow.

5. Manage the two accounts, including balancing account.

6. Transfer funds as necessary from money market to checking to give Chapter working capital.

7. Provide updates on financial status and concerns at officer’s meetings.
8. Perform IRS and State of Texas status updates on 501(c)(3) designation
Directors

The two elected, non-officer members of the Board are to serve staggered two-year terms with one election per year for each vacancy.  The directors are voting members of the board, and are intended to represent industry and regulatory interests in the community.
COMMITTEE CHAIRS

According to the Bylaws of the Chapter:


ARTICLE VI. - COMMITTEES

SECTION 1.
Standing Committees.  The Standing Committees of the Chapter shall consist of:

The Membership Committee, which shall promote the growth of the Association by soliciting membership in the Chapter, Section, and Association.

The Program Committee, which shall secure speakers and make arrangements for the programs for technical meetings.

The Education Committee, which promotes the educational purposes of the Chapter.

The Nominating Committee, which shall consist of a Chair, who is the Vice Chair of the Chapter, and two other Members. 

The Communications Committee which will ensure timely and accurate communication to the membership.

Other Standing Committees may be established by the Board to promote the purposes of the Chapter.  All Standing Committees will have a chair that will serve on the Board of Directors.  The Nominating Committee recommends chairs for the other Standing Committees for approval by the Board of Directors.
Membership Chair:

· Organize and head up all activities regarding the summer/fall social/membership drive (used to be the Riverboat Cruise)

· Maintain meeting sign in sheets and copy Secretary

· Attend meetings and preside over sign-in desk

· Maintain member nametages, distributing at meeting start and collecting at meeting end.

· Update membership dues date on nametags (with assistance from Secretary) 

Education Chair 

The Education Chair (technically heads an Education Committee, but we don’t really have one), is the liaison with International and with local resources to promote A&WMA’s education related initiatives.  These include:

1. Teacher training;

2. Public education; and 

3. Scholarships.

The Education chair also interacts with the student chapter, as applicable, and miscellaneous other Education related tasks.  As a Chair, you would also be a CTC Board member.

Teacher Training:

The main focus of International A&WMA (and for which we get Chapter Cup points annually) is Teacher Training, and it’s the Education Chair’s job to solicit teachers to be trained in use of A&WMA’s Environmental Resource Guides (ERGs).  There are four Air Quality ERGs and four Nonpoint Source Pollution Prevention ERGs in English.  I’m not sure, but I think that the Central Texas Chapter has at least one of each.  The ERG - Air Quality series provides teachers with lesson plans that can be used to introduce students to air pollution topics, including acid rain, ozone, indoor air pollutants, the greenhouse effect, criteria pollutants, auto exhaust emissions, alternative fuels, mass transportation, and pollution prevention devices and approaches.  The ERG - Nonpoint Source Pollution Prevention series focuses on water pollution caused by runoff.  The series uses a “four-by-four” approach to address the four main sources and types of water pollution.  Sources include agriculture, mining, forestry, and urban pollution.  Sediments, toxics, nutrients, and pesticides are the four main types of pollutants that are explored in the series.     

The ERGs are divided by grades K-2, 3-5, 6-8, and 9-12.  Each ERG includes approximately 15 lessons with clearly stated educational objectives, background information, hands-on activities, and extension activities that can be integrated into general science, language arts, math, social studies, and other subjects. 

Public Education 

Because the Central Texas area provides a wealth of environmentally focused training opportunities to teachers, the CTC has historically alternatively worked to  develop and provide public education programs (generally focused towards children and using the ERGs). Also, rather than teacher training, we can organize members to volunteer to go to the classes and be guest speakers. We used to try to do something through the Dell children's museum every year.

Scholarships:

The Education Chair works with the Treasurer and the Board to determine when, how many, and dollar amounts for scholarships to be awarded.  The Chair develops (or revises) the scholarship application and award criteria for the scholarship program.  There is usually an actual (3 or more person) scholarship committee to review applications and recommend recipient(s) to the Board.  One of the (International, at least) key focuses of the scholarship is to promote academic activities that will result in environmental careers.  The Education Chair also coordinates with local colleges and universities to advertise and distribute the applications.

Communications Co-chair; Newsletter 
Scan for news articles, copy and condense relevant information into the newsletter.  Revise the rest of newsletter from previous month.  This includes A&WMA International News, Chapter News, Meeting Announcement, any officer phone/address changes.  Send the newsletter via email to the Secretary for distribution to the membership.  The Secretary maintains the email distribution list (a job unto itself) and reviews the newsletter.  Also send the newsletter file to the webmaster (communications co-chair).

More on the Newsletter:

A&WMA CTC Newsletter Outline:

1. Meeting Announcement

2. Recap of last week’s meeting

3. Upcoming events (4-6 weeks, local/state)

a. CTC

b. Other A&WMA within the section

c. Other local events (TXDOT, TCEQ, etc)

d. Industry Council on the Environment (ICE)

e. Semiconductor Environment Safety and Health Association (SESHA)

f. Texas Association of Environmental Professionals (TAEP)

g. Others (NPRA, Biofuels conference)

4. Central Texas Chapter News

a. News

b. Elections

c. Job Announcements

5. A&WMA News

a. Webinars

b. Conferences

c. Elections

d. Membership Drives

6. Local & State News

a. City of Austin

b. Local Universities

c. State

7. National News

a. 1-2 articles

8. Membership Info

9. Officer contact list

How do I pull this together? 

I check web pages:

A&WMA, Southwest Section, local chapters

ICE (and check their links) www.ice-texas.org
SESHA http://seshaonline.org/regions/ssatexashillc
City of Austin http://www.ci.austin.tx.us
TCEQ

TX Railroad Commission

University of Texas – check news from engineering, geosciences, and law schools

I get email notices/subscriptions from:

USEPA – national and Region 6 news 

Climate Change Business Journal (CCBJ) info@climatechangebusiness.com
SESHA ed.mccarthy@freescale.com
Southwest Center for Occupational & Environmental Health http://www.sph.uth.tmc.edu/swcoeh
TAEP  sdavis@geo-search.net
