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OPERATING GUIDELINES 

This guidebook contains operating guidelines for the Air & Waste Management Association 
(A&WMA), Pacific Northwest International Section (PNWIS), including: 

• Organization Structure 

• Financial Rituals 

• Objectives 

All members of the PNWIS Board (Board) and committee chairs should read and be aware of this 
Guidebook's full contents to properly understand the expectations of each role that. 

ORGANIZATION STRUCTURE 

Board of Directors 

The Board consists of the Executive Committee, four Directors, the Chair (or designated 
representative) of each Chapter, and any A&WMA officers or board members. All board members 
must be current A&WMA members. 

The Board should concern itself with policy matters. Most of the detailed discussions involved in 
PNWIS activities should take place at the committee level. Board members with an interest in 
specific activities can provide input at that level. 

Executive Committee 

The Executive Committee consists of the following Executive Officers: 

• President 

• President-elect 

• Treasurer 

• Secretary 

• Past President 

At Board meetings, Executive Officers will make progress reports on: 

1. Meeting their objectives; and 

2. The committees for which they are responsible. 

It is important that each Executive Officer contact the relevant committee chairs before each board 
meeting, to ascertain the committee's progress and to prepare a summary report. Progress 
reports should be typed and, in a form, ready for inclusion in the minutes by the secretary. 

The PNWIS President is an ex-officio member of all committees. 
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Standing Committees 

The following standing committees are currently operating: 

• Awards 

• Blue Sky 

• Communications/Web 

• Conference Planning 

• Finance 

• Student Programs and Environmental Challenge (EC) 

• Technical (Specialty Conferences) 

• Young Professionals 

NOTE This is not a permanent list. The Board should examine this list each year for 
changes. 

After a recommendation is presented to the Board by a committee, the Board may discuss the 
matter briefly before either accepting the recommendation (and passing or rejecting any 
accompanying motion) or referring the matter back to the committee, possibly with some direction 
as to what the Board would like to see. 

Although committee chairs are frequently Board members it is not a requirement. Each chair 
must, however, be a member of PNWIS. 

Board members are encouraged to be actively involved in one committee. 

Committee chairs should solicit committee members from the PNWIS membership.  

Committee chairs should delegate tasks to committee members. 

General 

All officers and directors are encouraged to regularly check the PNWIS By-Laws, to 
keep responsibilities and/or schedule in mind. 

The By-Laws state that the President of PNWIS shall be the person who served as the 
President-elect for the preceding year. 

Also, as per the By-Laws, the first board meeting of the new operating year will include both the 
outgoing and new board members. At this meeting, appropriate reports and manuals shall be 
given to the new officers and board members. 
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FINANCIAL RITUALS 

Annual Budget 

The Board develops an operating budget for the ensuing fiscal year. The fiscal year runs from 
May 1st to April 30th. The following chronology is to be followed to accomplish this task. 

 
Quarter ACTION 

Q1 Develop and distribute draft budget that specifies the annual revenue 
and expenditure to relevant committee chairs. Committees that have 
not submitted budgets will preliminarily be given the same operating 
funds as the previous fiscal year. If desired, review draft budget at First 
Quarter Board Meeting. Distribute draft budget to Board for review prior 
to Turnover Meeting. 

Q2  
(Turnover Meeting) 

Present draft budget, summarizing the financial health of PNWIS 
and current investments. The Board should finalize and approve the 
budget for the ensuing fiscal year. Once finalized, distribute final 
budget to Board. 

 

Approvals and Payments 

• Committee chairs are responsible for administering their budgets once Board approved. 

• Invoices or receipts for expenditures that are within the approved budget are to be dated, 

approved by the committee chair or Board chair, and forwarded to the Treasurer for 

payment.  

• Committee chairs may not commit to extraordinary expenditures (i.e., beyond the approved 

budget) unless specific approval has been obtained from the Board. Once this approval 

has been received, the item is processed as above. 

• Checks or other income received by the committee chairs are to be forwarded to the 

Treasurer, for deposit, with explanatory documentation. 

Accounts for Conferences and Other Events 

• The Chapter event committee responsible for each annual meeting may establish a 

separate account for the event. 

• The event committee may decide the institution where the account is to be established, and 

the signing officers. 

• The event committee will prepare a specific budget and present it to the Board for review. 

If advance monies are required, the Treasurer will issue these upon approval by the Board 

Chair. 

• All income and expenditures relating to the event will be handled through the event account 

by the responsible signing officers. 

• Following the conclusion of the event, the committee will present a full financial statement 

concerning the event to the Board. Any proceeds from the event due to PNWIS should be 

forwarded to the Treasurer. If the event account contains insufficient funds to meet 

expenses, the event committee chair will bring a request to the Board Chair to approve an 

extraordinary expenditure. 

• The event committee is responsible to ensure that the complete records for all events 
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occurring in the current fiscal year are in the hands of the Treasurer once event activity is 

concluded. 
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EXECUTIVE OFFICERS 

PRESIDENT 

RESPONSIBILITIES: Article IV & Article V of the By-Laws.  

OBJECTIVES: 

• Provide support and direction to: 

o Executive Officers 

o The Board 

o Committee Chairs (via Executive Officers) 

o Committees (via chairs) 

o Chapter Chairs 

• Preside at meetings. 

• Set goals. 

• Work with Secretary on meeting agendas, locations, and schedules. 

• Tie-breaker vote, if needed. 

• Speak at the annual PNWIS conference (President’s luncheon, Awards luncheon). 

• Before the initial board meeting of the operating year (the turnover meeting): 

o Make arrangements for the turnover meeting. 

▪ Identifying a location within the budget for the turnover meeting tends to be 

the most difficult aspect of planning the meeting.  The budget for the turnover 

meeting is intended to cover costs associated with holding an in-person 

(room, A/V, etc.), dinner for attendees and guests, and for eligible attendees 

a one night of hotel stay.  

o The President should review this guidebook to determine specific objectives that 

are important to him/her/them and which he/she/they wish(es) to emphasize to the 

Board. 

o Arrange for an Executive Officer to provide officer training to prepare incoming 

board members for their duties in the forthcoming year. 

• At the turnover meeting: 

o Prepare the President-elect for the President role in the next year. 

o Provide direction to an archivist for PNWIS. 

o Explore closer relations and/or cooperative ventures with other professional 

organizations, and with other A&WMA Sections. 

o Assist the President-elect in choosing committee chairs to serve for the next year. 

One of the principles to be kept in mind is continuity in committee operation. 

o Nominate a representative to represent PNWIS on the A&WMA Sections Council.  

o Plan the Board meetings for the year. 
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PRESIDENT-ELECT 

RESPONSIBILITIES: See Article IV of the By-Laws  

OBJECTIVES 

• Provide support for the President as required. 

• Preside over meetings in absence of the President. 

• Assist the President with relations, both existing and developing, with other organizations, 

as required. 

• Critically review the performance of the Executive Officers and the committees in the 

current year. 

• Develop your objectives for your term as President. 

• Start thinking about a location for the turnover meeting for the end of the presidency term. 

It is becoming increasingly difficult to find locations within budget. Thinking ahead and 

planning at least a year in advance is advantageous to negotiate costs.  

• Ensure the adequacy, quality, and operation of the Technical Program Committee, and 

report regularly on the committee's progress at board meetings. 

• Ensure the adequacy, quality, and operation of the Communications/Web Committee and 

report regularly on the committee's progress at board meetings. 

• Serve on the Financial Committee to draft budget and keep abreast of fiscal happenings 

and issues. 

 



PNWIS 

Operating Guidebook  

  Page 7 

 

TREASURER 

RESPONSIBILITIES: See Article VI of the By-Laws 

Also, refer to Financial Rituals 

OBJECTIVES: 

• Report at each board meeting on the financial state of the PNWIS budget including a 
Treasurer’s Report to be included with the Board meeting minutes. 

• Assist in preparation of the PNWIS annual operating budget and lead annual budget 
discussion. 

• Participate in Finance Committee operation and utilize its assistance in executing the 
Treasurer role.  Report on committee’s discussion at board meetings, as necessary. 

• Liaise with the Awards Committee with respect to the Annual Section Awards regarding 
budget and purchase/reimbursement. 

• Ensure that each conference chair knows the responsibilities and PNWIS reporting 
requirements for conference funds. 

• Assist in compiling financial information for the annual report due to AWMA headquarters.  

• Receive and disperse monies and keep accurate and complete records of transactions.  

• Reconcile the monthly bank statement to the recordkeeping system.  

• Prepare and submit the PNWIS annual tax return, both federal and State.  Renew Oregon 
business license. 

• Invest operating funds and Environmental Challenge funds in accordance with the PNWIS 
Investment Policy.   

• Support annual Financial Review. 
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SECRETARY 

RESPONSIBILITIES: See Article I Section 3, Article IV, Article V, and Article VI of the By-Laws  

OBJECTIVES: 

• Ensure that the A&WMA annual report is completed and sent out by the deadline. Includes 

annual committee reports that must be obtained from committee chairs promptly. 

• Assist with booking board meetings as requested by the Board. The planning of meetings 

should include making any necessary preliminary arrangements (e.g., making reservations 

for meeting space, room rates [as applicable], parking, food, and beverages). 

• Record PNWIS official business through writing, retention, and distribution of minutes. The 

Secretary or designee should record of all meetings of the Executive Committee and the 

Board. 

• Send out meeting notices, agendas, and minutes for board meetings. 

• Ensure electronic copies of all PNWIS official business (e.g., meeting minutes, letters, 

conference flyers, program materials, and other archival information that may apply to 

future events) are maintained in a format that is readily available to the Board.  
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PAST PRESIDENT 

OBJECTIVES: 

• Ensure the adequacy, quality, and operation of the Nominating Committee, and report 

regularly on the committee's progress at board meetings. 

• Provide support for the President as required. 

• Senior liaison role as directed by the President. 

• Responsible for Education, Publications, and Student Chapter committees. 
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DIRECTOR 

OBJECTIVES: 

• Attend board meetings. 

• Chair or actively participate on at least one committee or project, such as: 

o Specialty conference 

o Professional development class 

o Environmental Challenge 
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PNWIS BOARD COMMITTEES 

AWARDS COMMITTEE 

REPORTS TO:  

Board 

OBJECTIVES: 

Prepare the Annual Section Awards list for approval by the Board, for presentation at the 
annual conference (e.g., plaques, certificates of appreciation). 

Provide nominations for consideration by A&WMA for annual awards.  

LIAISON WITH:  

Treasurer 

Finance Committee Communications/Web Committee  

NOTES: 

Winner expenses are paid out of general revenues (on the Awards Committee budget). 
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COMMUNICATIONS/WEB COMMITTEE 

REPORTS TO: 

Board  

OBJECTIVES: 

Promotion of PNWIS through various means including newsletters and website. The committee 
should address the following: 

• Promote PNWIS and chapters 

• Increase the number of A&WMA and PNWIS members 

LIAISON WITH: 

Technical Program Committee  
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ENVIRONMENTAL CHALLENGE COMMITTEE 

REPORTS TO: 

President/Board  

OBJECTIVES: 

Evolve and maintain the Environmental Challenge (EC) competition for university-level students 
in the PNWIS region. The EC Committee is responsible for coordinating activities to support the 
EC and meet PNWIS commitments. The EC Committee will report quarterly to the PNWIS 
Board. 

The EC Committee includes the following teams: 

INVESTMENT / FIDUCIARY ADVISORY PANEL 

This panel is responsible for managing the EC fund: researching, choosing, and monitoring 
investment options to provide a sufficient return on investment. 

SPONSORSHIP DEVELOPMENT TEAM 

This team is responsible for developing and maintaining an ongoing fundraising campaign; 
building and maintaining an EC awards resource. The EC Committee will also solicit award 
sponsorships, for the annual EC competition, to increase award values or offset the Board 
allocated budget. All forms of fund development that are compatible with the PNWIS philosophy 
should be considered. 

UNIVERSITY NETWORK INITIATIVE 

A university network is necessary to integrate the PNWIS student program. The network is 
developed and maintained via chapter initiatives and activities. University students and faculty, 
who are interested in stimulating involvement in PNWIS activities, will maintain participation in 
this active network. Chapters will sustain the connections by maintaining communication, 
providing opportunities for student participation in chapter events, involving the chapter in student 
activities, and encouraging the development of student teams for the annual EC competition. The 
EC Committee will evolve the competition to reflect changes in university student and faculty 
needs. 

ANNUAL COMPETITION DEVELOPMENT 

The EC is integral to the planning process for each annual conference and to PNWIS student 
program development. The annual challenge competition development and awards program will 
be a cooperative effort between the Board, the EC Committee, and the annual conference 
committee. The Board will annually approve an awards budget to include funds from the board 
budget, annual conference budget, EC fund, and/or sponsorships. 
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FINANCE COMMITTEE 

CHAIR: 

Finance Committee Chair 

MEMBERS:  

President-elect, Treasurer-elect, and Finance Committee Chair 

REPORTS TO:  

Treasurer/Board  

OBJECTIVES: 

• Monitor PNWIS financial reporting procedures. Assist the Treasurer in associated duties. 

• Review and update PNWIS Investment Policy as necessary.  Support Treasurer in 
selecting appropriate investment vehicles for both operating funds and EC funds.   

• The Chair of the Finance Committee is responsible for ensuring that the annual Financial 

Review is completed on time, handling any findings from the Financial Review, and 

reporting the results of the Financial Review to the Board. 
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TECHNICAL PROGRAM COMMITTEE 

MEMBERS:  

All members of each conference committee  

REPORTS TO:  

President-elect 

OBJECTIVES: 

Ensure the adequacy, quality, and successful completion of annual spring specialty 
conferences. 

With the direction and approval of the President-elect, recruit conference committees for this 
year's meetings. 

In consultation with the President-elect (for scheduling), consider planning further activities 
such as: 

• Breakfast/lunch meetings 

• Workshops 

• Seminars 

• Joint dinner meeting with other groups 

• Any other worthwhile ideas 

• Webinars 

• Special meetings (e.g., indoor air quality, environmental law) 

Liaise with the Treasurer, to provide him/her/them with information on upcoming conferences, 
including contact information for each conference committee. 

Ensure that each conference chair knows what the Treasurer requires as to the handling of 
funds, reporting, and records keeping and that conference budgets are prepared in good time 
for board approval. 

With the Communications/Web Committee, to provide for media relations, both on an on-going 
basis, and at conferences (e.g., getting leading information on events to the press). 

LIAISON WITH:            

Communications/Web Committee 

Treasurer 

A&WMA Headquarters (Workshops) 

NOTES:  

Try to maintain balance in the preparation of technical programs concerning the orientation of 
papers and speakers (e.g., government, industry, general public, consultant). 
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