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Introduction

Chapter Officers are charged with the day-to-day operations of the local chapter. It is the intent of the APCO Membership Department staff and Member and Chapter Services Committee to provide you with the tools necessary to conduct chapter business in accordance with the Constitution, Bylaws and Policy Manual of APCO International. Member retention and recruitment techniques will be discussed. We hope that you find this Chapter Officers Training Manual (COTM) to be a valuable resource and reference guide, a “bible” so to speak, in fulfilling your responsibilities. Keep in mind; this manual is not just for elected officers, but also for any chapter member that may have an interest in joining the ranks of chapter leadership or the APCO International Board of Officers.

This manual will provide Chapter Officers with an overview of the APCO governance structure and operations. It should be useful in guiding Chapter Officers in the performance of their duties. This COTM manual is based on information found in the APCO C&B (Constitution and Bylaws) and APCO Policy Manual. These documents should be referred to frequently for more details and information. A working knowledge of these documents will be vital to the proper governance of the local chapter.  In the event of a conflict between this document and the C&B or Policy Manual, the C&B or Policy Manual shall prevail.

APCO International’s website is a vital source of a plethora of information. Chapter Officers should check the website periodically to ensure that your chapter is referencing the most current version of APCO policies. 

APCO documents Chapter Officers should be familiar with the following governing documents:
Constitution

Bylaws

Policy Manual

Regional Conference Manual

These additional documents can be downloaded from APCO’s website. 
Some web pages of interest:

	Mission Statement 
	http://www.apco911.org/new/about/index.php

	Committees 
	http://www.apco911.org/new/membership/committees.php

	Projects
	http://www.apco911.org/new/commcenter911/projects.php

	Contact us
	http://www.apco911.org/new/about/contact.php


Dear APCO Member and Course Participant:

By participating in the Chapter Officer Training and Mentoring (COTM) Course, you have taken the first step in knowing your association better. This course is intended for those who desire an active leadership role in their local chapter, but it is also for any member who wants to know more about the association. Understanding that APCO International is a “system” that strives to meet the many needs of a diverse population of public safety communications professionals will enhance your membership experience. 

APCO is a strong organization, and a large part of its overall success rests with the local chapter, its leadership and its members. As each person gets actively involved at the local level, it is important to recruit new members, actively engaging them in the various meetings and activities of the chapter while promoting service at the international level. And while recruitment is important, retaining our current membership base is vital. An organization’s strength is dependent upon its members. 
As each of us develops a better understanding of APCO and how it has been fashioned to meet the needs of a diverse population, the association will grow stronger at the local chapter level, as well as at the international association level. We hope you enjoy the time you spend in this course.

Sincerely,

Member and Chapter Services Committee Members

Governing Documents
Constitution and Bylaws

A set of "laws," or a charter, is the beginning point for any organized group if order and direction are to be observed. The Constitution, Bylaws (C&B) and Policy Manual are the governing documents for APCO. APCO requires that it and its Chapters operate in accordance with both the Constitution and Bylaws. The Constitution is the enduring instrument that defines the Association. Article VII, Sections 1 and 2 establish the Bylaws and Policy Manual as governing documents. The Bylaws spell out how the provisions of the Constitution are to be carried out and by whom.

The Constitution and Bylaws are established by the voting membership of the Association. No single segment of the Association, such as a Chapter, a Committee or the International Board of Officers, can change these documents. Only the Quorum, which established the Constitution and Bylaws, can make substantive changes to these documents. The Constitution contains further detail on modifying these documents.

The Constitution and Bylaws of APCO are not included in this manual. Chapter Officers should download the most current copy of the Association C&B from the website http://www.apco911.org/. You will need to login using your email address and password (member), contact the membership department at membership@apco911.org if you experience difficulty.

Specific sections of the Constitution and Bylaws that may be of interest to Chapter Officers are:

Article II, Sections 3 & 4: Chapters and Regions

Article III, Section 1: Voting Rights

Article IV, Section 1: Membership Quorum

Article V, Section 1: Chapter Charter Requirements

Article V, Section 2: Cancellation of Charters

Article VII, Section 4: Regional Conference Manual

Article VIII, Section 1: Authorized uses of the APCO Logo 

Local chapters are charged with creating their own C&B that should comply with the APCO C&B.  An example can be found in Appendix A.  
APCO Policy Manual

The APCO Policy Manual further defines the policies of the Association and may define operating practices, policies and procedures that are essential to the day-to-day affairs necessary to implement the requirements of the Association’s Constitution and Bylaws. Modifications to the Policy Manual require a majority vote of either the Association Annual Quorum or the Executive Council Quorum.

The Policy Manual is not included in this manual. Chapter Officers should download the most current copy of the Association Policy Manual from the website at http://www.apco911.org/. You will need to login using your email address and password (member), contact the membership department at membership@apco911.org if you experience difficulty.
Generally, one will find the governing principles and authority for policies in the Constitution and Bylaws and procedures in the Policy Manual.

Some specific sections of the Policy Manual that might be of interest to Chapter Officers are:

Article II, Section 2.4: Association Organizational Chart

Article II, Section 2.8: Meetings of the Annual Quorum

Article III, Section 3.1 Chapter Organizational Structure Requirements

Article IV Membership: This contains nomination procedures or guidelines for Senior, Life, Chapter Life and Chapter Honorary Members; and Awards policy.

Article V, Section 5.1: Executive Council Meetings

Article VI, Section 6.4: Procedures for declaring candidacy for the Board of Officers

Article VII: Committees and Task Forces

Article IX: Travel Policy might be of interest if the Chapter is preparing to create or modify its own policy on this issue
In addition to APCO’s C&B and the Policy Manual, chapter officers should be familiar with their own governing instruments, which are required to conform to those of the Association, but may differ in substantial ways (i.e. the Chapter’s ability to define which member categories can vote on chapter issues; the officer structure, electoral process, etc.).
APCO Mission Statement 

The Association of Public-Safety Communications Officials International (APCO) is a member driven association of communications professionals that provides leadership; influences public safety communications decisions of government and industry; promotes professional development; and, fosters the development and use of technology for the benefit of the public. 

APCO Vision Statement 

APCO International exists to continuously enhance public safety communications through leadership, professionalism and service. 

APCO Strategic Plan 

The goals and objectives contained with in the strategic plan are a direct result of APCO’s commitment to meeting the needs of its members. Since 1935 APCO’s role and scope have evolved and expanded. Today it is one of the world’s leading organizations for protecting and promoting the interests of public safety communications and the excellence of its members though wide-ranging programs including training, certification, publications, a foundation, scholarship, advocacy, and research. 

Association – General 

The Association of Public-Safety Communications Officials - International, Inc is a not-for-profit organization incorporated in the State of Indiana with offices in the State of Florida and Washington, DC. It is an individual member association unless otherwise noted, and its members are be grouped into Chapters or International Affiliates. The Association may form up to four U.S regions consisting of chapters grouped by geographical area.

The purpose of APCO:  
Foster the development and progress of public safety communications and supporting information technologies by means of research, planning, coordination, training and education.

Promote the rapid and accurate collection, exchange, and dissemination of information relating to emergencies and other vital public safety communications among and between all levels of local, state and federal governments and those who work with them.

Represent its members, public safety communications and supporting information technological interests in general before regulatory and policy-making bodies as may be appropriate.

Strive to protect the citizen and their property and provide for their welfare by these and other appropriate means.

Its scope of activity, therefore, is limited to the field of public safety communications which is defined for the purposes of the Constitution as "that function of government which provides public services concerned with law enforcement, forestry conservation, fire, highway maintenance, emergency rescue and medical services, emergency management, and other activities supported or endorsed by state and local governments."

The Association operates a Headquarters Office managed by the Executive Director. Additionally there is a Washington, DC office to provide advice with regard to regulatory, legislative and other legal matters affecting the organization. 
Association Logo

APCO International has a registered logo. Article VIII, Section I should be understood and a copy of the style guide obtained prior to using APCO’s logo for any purpose.

The logo may not be used by other than the Association except as follows:

by Chapters and International Affiliates for stationery and banners.

by Standing Committees for stationery.

Any other use is prohibited. Contact the Marketing and Communications/Publications department at mccarronc@apcointl.org with specific questions concerning the APCO logo and its usage.
Executive Council

The Executive Council represents the membership. It consists of APCO’s Board of Directors, two most recent past presidents, one member elected by each chapter, one member elected by each affiliate, one member elected by the Commercial Advisory Committee and the Executive Director as a non-voting, ex-officio member. The Executive Council provides oversight of the Board of Officers.  The specific functions of the Executive Council are outlined in the Bylaws Article IV. The current Executive Council members can be found on APCO’s web site at: http://apconetforum.org/eweb/DynamicPage.aspx?Site=APCOWeb&Webcode=ecchapter.
Board of Officers

The Board of Officers consists of a president who shall advance from the position of President, a President-Elect, First Vice-President, Second Vice-President, and the Executive Director. The President-Elect, First Vice President and the Second Vice-president shall be elected in accordance with Article V of the Bylaws. The Executive Director is a non-voting member. The Board of Officers serves the Executive Council and supervises the day-to-day business of the Association. The president of the Association annually appoints Association Standing Committees. The Current Board of officers can be found on APCO’s web site at: http://www.apcointl.org/new/membership/officers.php.
Below is a brief description of the qualifications and campaign procedures. Further detail of the requirements, procedures, commitment, and campaign procedures can be found in the Bylaws, Article V, Section 5 and the Policy Manual, Article VI, Section 6.4 – 6.7.

Declaring Board of Officer Candidacy

Chapter Members wishing to declare their candidacy for President-Elect, First Vice-President or Second Vice-President must meet the following minimum requirements:

Be an Active Member of the Association in good standing.
Be a citizen of the United States of America.
Have served at least two years in an elected office of a Chapter defined in the Constitution, Article V, Section 1.1.
Have attended at least two out of the four Annual Conferences held immediately prior to the year in which the candidate is seeking office.

Must submit a declaration of their candidacy in writing to the Executive Director at APCO Headquarters no later than January 15 of the year in which they are seeking election.

Complete, have notarized, and submit the Declaration of Candidacy and the Employer’s Concurrence of Candidacy no later than January 15 of the year in which they are seeking election. (Both forms can be found in the Policy Manual, Article VI, Section 6.4, Appendix III and IV.)

Campaigning for the Board of Officers

The following are acceptable activities for members running for election to the Association Board of Officers:


Prior to the Annual Conference

Upon request of the candidate, APCO Headquarters will provide one set of mailing labels or a database suitable for preparation of mailing labels per election cycle. If the database is provided it shall follow the conditions set forth by APCO for mailing lists.

Candidates are encouraged to submit articles for publication in Public Safety Communications.

During the Annual Conference:

There is no restriction on campaign literature at the Annual Conference; however, hotel and convention center policies must be adhered to. The Headquarters Conference staff can assist with these policies.

Registration packet “stuffers” are limited to one item. It is the responsibility of the candidate to arrange to have the item placed in the packets.

Personal and/or Chapter funds may be used for hospitality suites. No funds derived from any commercial interest may be used. Hospitality rooms shall be coordinated with the Conference Director.

Association - Conducting Business

The Association is governed by the voting membership of the association, which is represented by the Quorum formed at one or more General Business sessions held at the Annual Conference.  Active members and life members have the privilege to vote. This Quorum wields the full power of the association. 
The business of the Association is conducted at the Annual Conference and Executive Council Mid-Year Meeting. The C&B and Policy Manuals detail exceptions to this.

Association – Subsidiaries

Each subsidiary has an advisory committee of members appointed by the International President.

AFC

APCO Automated Frequency Coordination provides spectrum and licensing related services to the public safety field.  AFC is the premier frequency coordinator supporting public safety agencies to meet their FCC licensing requirements. 

The Federal Communications Commission recognizes APCO as a frequency coordinator for the Public Safety Radio Service in land mobile radio service bands below 512 MHz and the 800 MHz band. APCO appears before the Federal Communications Commission and the Houses of Congress in matters of telecommunications policy and administration.

APCO is a charter member of the Land Mobile Communications Council and the Public Safety Communications Council.

APCO Institute

Established in 1988, APCO Institute is the only not-for-profit educational institute that serves the unique needs of the public safety communications industry. Because APCO Institute is a not-for-profit educational institute, we have the ability to bring you affordable options and certification, such as our train-the-trainer programs and in-house training.

APCO Institute is overseen, managed and operated by industry experts with years of experience. Through our membership, we stay current with industry issues, needs and standards. Because our members all work in their respective communications agencies each day, their needs and concerns drive the activity of APCO Institute.

You will find something for everyone in your communications function, from first-line basic training to supervisory and management tools and certification; we even offer technical testing. 

PSFA - Public Safety Foundation of America

The Public Safety Foundation of America was created by APCO International to serve as charitable entity and to administer a special grant program, funded by the PSAP Readiness Board of Nextel. The PSFA has successfully administered and awarded directly to Public Safety Answering Points/9-1-1 Systems nearly 12 million dollars. These funds were awarded to expedite the deployment of wireless 9-1-1 services and almost every state had a successful grant applicant. 

The future of the Public Safety Foundation of America will most likely be marked by change. The substantial grant funds for wireless are not likely to be repeated. APCO has exercised leadership again by expanding the original mission of the PSFA to facilitate the acceptance and management of other grant funds for a wide range of special programs related to public safety communications. 

Heritage Foundation

The purpose of the APCO Heritage Foundation is to collect, preserve and display artifacts and information and to promote an appreciation for the history of all public safety communications activities worldwide. The objectives of the APCO Heritage Foundation include a specific emphasis on the history of APCO International.

Association – Internal Departments

Conferences and Events 
APCO International's Conference & Meeting Service Department mission is to successfully plan, coordinate and execute the association’s Annual Conference & Exposition, the technology, training and networking conference of public safety communications that serves as the venue for the annual business meeting of APCO International, Inc. as well as all symposia and other association meetings and events to assist in implementing the goals and objectives set forth by APCO International.

Membership Services
The Membership Services Department is the primary contact point in supporting the needs of APCO members and the recruitment of new members from the public safety communications industry. This department is responsible for managing member information, processing dues and identification cards, member benefits, supporting the local chapters and officers, and acting as a conduit to other APCO services. The Association Management System (AMS) is the internet-based program that houses this information. It should be noted that the AMS is not just a “membership” database, but will contain all contact and information for the entire association.
Communication Center and  9-1-1 Services
APCO continues to expand its obligation to provide professional, direct service to members and others, by enhancing the Office of 9-1-1 Services and Communication Center Operations. The Office provides a wide variety of research, information, management services and public safety communication operational resources to PSAP staff, managers and executive level decision makers. The Office represents APCO members in a variety of forums related to 9-1-1 call taking, wireless 9-1-1 deployment, funding alternatives, interoperability, homeland security, rapidly emerging technologies including the transfer and exchange of voice and data. Our activity at every level of government reaffirms the leadership role APCO has earned on behalf of its members.

Government and Legislative Affairs

The APCO International Office of Government Affairs was established in June 2003 to create a stronger presence for APCO International in the public safety legislative and regulatory arena in Washington, DC. This stronger presence was identified as one APCO International’s top priorities by the membership in the most recent Strategic Planning process. The APCO International Office of Government Affairs has expanded its staff to focus specifically on regulatory and legislative affairs and public relations.

Committees and Projects
Committees

APCO committees are an important and integral part of the Association and its work. Along with APCO Project Teams and Task forces, they reflect the volunteer tradition of the Association and play significant roles in the enhancement of public safety communications. 
The Board of Officers reviews all committee activities and evaluates their accomplishments. The President-Elect then determines which committees are to continue or be dissolved based upon the recommendation of the Board of Officers and Management Committee. 

The President, consistent with the APCO Constitution & Bylaws, and other provisions of the Policy Manual, will establish the duties and responsibilities of all committees and its members. The goals and objectives of all committees will be determined by the Association’s Strategic Plan and will be delegated to the Committees by the Board of Officers. 

All APCO members are encouraged to apply to serve on one or more committees. The Policy Manual, Article VII outlines the committee designation process, timelines and appointments. Members can apply online at https://apconetforum.org/eweb/DynamicPage.aspx?Site=APCOWeb&WebKey=7dacc5d1-9ece-4d0f-aa32-299a92018f50.
More information and a list of the current Committees and Task Forces can be found at: https://apconetforum.org/eweb/DynamicPage.aspx?Site=APCOWEB&WebCode=APCOCommList.
Projects

APCO International has a well-deserved reputation in the communications community as the leader in establishing protocols and standards for public safety communications. As needs to address technological advance and procedural changes are identified, APCO International establishes "projects" to investigate the wants and needs of members. Projects are assigned a number and, working with other entities in the field as appropriate, protocols or standards are developed. For example, one of the earliest projects was the establishment of the familiar 10-codes in 1937. A list of current projects is described at http://www.apco911.org/new/commcenter911/projects.php.

The goal of the APCO Project Series is to provide a framework for exceptional efforts and a means by which governmental agencies, foundations, profit and non-profit corporations, and other organizations and individuals with interests in the public safety telecommunications field, may sponsor and cooperate in such APCO enterprises which, are consistent with the Association’s character.

Chapters

The Constitution provides for the creation of chapters within the United States and its territories in accordance with the provision of Article II, Section 3. Chapters may be established in other countries provided that the charter area of such Chapter shall not overlap the charter area of any International Affiliate. 
The Board of Officers may charter Chapters.

The Executive Council may cancel a Chapter charter.

Chapters are independent sub-divisions of the Association.  The Chapters are required to comply with the Constitution and Bylaws of the Association, but each such Chapter is in all respects a separate and distinct organization operating independently of the Association and is financially responsible for its own operations.

The geographic areas of Chapters in the U.S. and its Territories shall correspond with those of the State or Territory area. Chapters established prior to August 11, 1988 are grandfathered. A group applying for a new charter must have more than ten people which are Active members (or eligible to be Active members) who reside or work in the area to be chartered.
In 2006, the Global Alliance for Cooperation and Development was created, consisting of APCO International and several former APCO affiliates, BAPCO, APCO Canada, and APCO Australia. The purpose of the alliance is to align the APCO organizations to promote the sharing of information, experiences, ideas and best practices. To address the specific needs of each location, the independent APCO organizations are currently structured by geography, however, The Global Alliance for Cooperation and Development will build common platforms for progress across geographic borders. In addition, the alliance will encourage the development of organizations that share the common purpose and espouse the same values and goals in other nations of the world.
Chapters may have names of their own choice provided such names of any Chapter newly chartered after August 11, 1988 or Chapters which change their names after that date must include the acronym “APCO”.

Additional details can be found under Policy Manual Article III, Section 3.1

Chapter Organizational Structure

Various sections of APCO’s C&B require that representatives of the Chapter perform certain essential functions. Chapters must have a certain minimal structure to perform the duties and functions assigned to the Chapter. The following individual positions are required although the Chapter C&B may provide for a single individual to fill more than one of these positions:

Chapter President

Executive Council member who shall represent the Chapter at meetings of the Association’s Executive Council.

Chapter Secretary

Small Executive Body as described in Article III, 3.1, 3.

Chapter Commercial Advisory Member (CCAM) (Although not required by the C&B, this position is recommended.)

Chapters are encouraged to have such committees as may be required to effectively conduct the Chapter’s business and to represent the membership. These might include any of the following:

9-1-1 Committee

Awards Committee

Chapter Conference Committee

Commercial Advisory Committee

Constitution and Bylaws Committee

Historical Committee

Legislative Committee

Membership & Recruiting / Activities

Operations Committee

Nominations Committee

Spectrum Management Committee

Training Committee

Financial Audit Committee 

The Policy Manual Article III, Section 3.1 details the organizational requirements applicable to all chapters of APCO.

The names and addresses of Chapter Committee Chairmen should be reported to the Membership Department at the Association Office (Appendix B) so they can be properly updated and contacted by the Association Committees when necessary to inform them of events, or obtain their input in their specialized area of interest. 

Chapter Officer Descriptions

Below is a brief description of the required Chapter Officer Positions. Further details can be found in the Policy Manual Article III, Section 3.1

It is recommended that the appropriate officers of the Chapter, notably secretaries, treasurers and others handling Chapter funds are covered by a surety fidelity bond.

Chapter President

The Chapter President shall be elected from amongst the Chapter’s Active members and other members of the Chapter the Chapter Quorum has deemed appropriate. 
The Chapter President must be an Active member in good standing.

The Chapter Quorum shall determine the term of office.

Chapter Secretary

The Chapter Secretary shall be elected from amongst the Chapter’s members either by election or by appointment.

The Chapter Quorum shall determine the term of office.

Executive Council Member

The Executive Council Member shall represent the Chapter at meetings of the Association’s Executive Council.

The Chapter’s Constitution and Bylaws shall provide for selection of an Executive Council Member from amongst the Chapter’s members by election, by appointment, or as a normal progression from some other office.

The EC Member must be an Active member in good standing.

The term of office shall be determined by the Chapter Quorum.

This representative is expected to attend two meetings of the Executive Council per year; one is held in conjunction with the Annual Conference the second is schedule no earlier than the last weekend of January and no later than the last weekend in February.

It is the responsibility of the Chapter's representative to keep the Chapter informed of events occurring and actions taken at the Association level. The representative should be prepared to report to their Chapter at each meeting.

Chapter Executive Body

The small executive body shall be authorized to conduct the business of the Chapter between meetings of the Chapter Quorum.

This body shall consist of at least three members and shall include the Chapter President and Executive Council Member.

Additional members shall come from amongst the Chapter’s Active members and other members of the Chapter the Chapter Quorum has deemed appropriate.

It is recommended the Chapter include the CCAM as a member on the small executive body. This Chapter’s Constitution and Bylaws shall define the voting rights of the CCAM.

The term of office shall be determined by the Chapter Quorum.

Chapter Commercial Advisory Member (CCAM)

The CCAM provides a means to establish open communications lines between the Chapters’ Officers, Commercial Advisory Committee, Chapter’s non-commercial members and the commercial members of the Chapter.

The Chapter’s Constitution and Bylaws shall provide for selection of a CCAM from amongst the Chapter’s members either by election or by appointment.

The CCAM must be a Commercial member in good standing.

The term of office shall be determined by the Chapter Quorum.

AFC Frequency Advisors

The AFC Frequency Advisor position is not directly related the Chapter; however, many chapters play an active role in the selection and/or recommendation of this position. The AFC Director appoints APCO Local Frequency Advisors. In the appointment process, recommendations by the Chapter President of the geographical area where the Advisor will serve as well as the review and advice of Frequency Coordination Staff and the APCO Board of Officers will be considered. Below is a brief summary of the minimum necessary qualifications. For further detail the Chapter should contact the AFC Director, AFC ADCOM or other AFC Management.

The individual:

must have support of their agency, in writing;

can not have a conflicting commercial interest;

cannot perform and approve coordination for his/her own agency;

must successfully complete the AFC Advisor Training course

must be an APCO member

must complete and return a signed hardware/software agreement to AFC Headquarters
Chapter Obligations Checklist
Below is an abbreviated check list for chapters to ensure they are carrying out the business of the Association.

Inform headquarters of Officer and committee changes (Appendix B)
Send headquarters updated C&B and Policy manual documents

Send headquarters minutes of chapter meetings within (30) days

Elect an Executive Council member

Submit articles of incorporation to headquarters

Meet twice a year

Recruit new members of the Association

Maintain Chapter Life requirements.

Regions

The Chapters shall be divided into and be members of four Regions based upon the geo-political boundaries of the following states and territories. The regions establish relationships and communications among the adjacent Chapters in order to discuss common training, spectrum, and other geographical issues.

Western States 
Alaska, Arizona, California, Colorado, Hawaii, Idaho, Montana, Nevada, New Mexico, Oregon, Utah, Washington, Wyoming, Guam and Samoa

North Central

Illinois, Indiana, Iowa, Kansas, Kentucky, Michigan, Minnesota, Missouri, Nebraska, North Dakota, Ohio, South Dakota, Wisconsin

East Coast

Connecticut, Delaware, Maine, Maryland, Massachusetts, New Hampshire, New Jersey, New York, North Carolina, Pennsylvania, Rhode Island, South Carolina, Vermont, Virginia, West Virginia, Washington DC

Gulf Coast

Alabama, Arkansas, Florida, Georgia, Louisiana, Mississippi, Oklahoma, Tennessee, Texas, Puerto Rico, and the US Virgin Islands

These regions act independently of the Association to establish a Regional Conference in accordance with the Bylaws, Article X, Section 2.

Membership

Effective January 1, 1999, there will be three membership categories. Members shall be admitted in strict conformity with the category requirements set forth in the Bylaws, Article I. Membership shall not be denied on the basis of race, color, creed, national origin, or numerical limitation. Membership in Chapters and in the Association is open to all persons of good character who meet the membership requirements (described in the Bylaws Articles I and II).  Membership shall be restricted to individuals satisfying one of the following criteria:

Individuals who work in and/or directly support the design, construction, installation, maintenance, operation, and management of public safety communications systems.

Individuals who can demonstrate an interest in public safety communications systems that would be of benefit to the Association and/or its members.

Members of the Association are generally grouped geographically into local chapters based upon the relationship of their primary residence and primary place of business or work. Members located in chartered areas are required to be members of the Chapter chartered in their areas. Exceptions are described in Article I, Section 1 of the Bylaws. Members may belong to more than one chapter as described in Article I, Section 1, 1.3.1. At-large members are individuals that work or reside within the boundaries of an Affiliate and who are members of that Affiliate and wish to also belong to APCO-International.  

The membership of the Association shall be divided into the following categories: Active Member, Commercial Member and Member. A designation of Life, Honorary, Chapter Life, Chapter Honorary, Multiple, and Senior may be added to a category.

Active Member

Personnel responsible for design, construction, installation, maintenance, command, and operation of public safety systems and supporting information systems. Such persons must be employed by, retired from or a volunteer of a governmental entity or a contractor of a governmental entity providing the described services. Members must be actively engaged in or retired from the performance of the described services for the specific entity on a regular basis and may not have a conflicting commercial interest which provides a significant portion of their income. Examples of qualifying positions include but are not limited to engineers, technicians, managers, supervisors and telecommunications.

Active members may vote in the annual quorum, may enjoy all benefits and privileges and, except where otherwise limited, may serve in any capacity in the Association and its chartered groups.

Member

Individuals who perform a non-administrative and/or non-supervisory function within their agency and who otherwise meet the requirements of Active Member and who, at the applicant’s discretion, select this category. This is a non-voting level of membership.

Commercial Member

Those persons who receive compensation in any form for services rendered in business and industry are eligible to be Commercial members. Except for the Commercial Advisor Committee Member on the Executive Council, voting privileges are as provided for in Article III of the Constitution. They may otherwise enjoy all benefits and privileges of the Association.

Applicants must enter membership in accordance with the membership category appropriate to their job positions. For example, persons employed in the commercial area may not join in the Active or Member category. Supervisors and administrators must join as Active members. Supervisors are defined as those persons who are responsible for the actions of one or more other persons, and/or for one or more areas of activity. Administrators are those persons responsible for planning, organizing and managing public safety communications systems. 
Telecommunicators whose job titles include or imply that they are Supervisors, but who can reasonably be classified as lead workers, have the option to choose to be either an Active Member will full membership benefits and privileges as outlined in the Association’s Constitution and Bylaws or a Member with all privileges with the exception of voting as outlined in the Association Bylaws Sections 1 and 2.

Telecommunicators, people retired from, or a volunteer of, or a contractor of a governmental entity, and Engineer/Technicians and Information Systems Specialists have the option to choose to be either an Active Member with full membership benefits and privileges as outlined in the Association’s Constitution and Bylaws or a Member with all privileges with the exception of voting as outlined in the Association Bylaws Sections 1 and 2. 

Contact the Association Membership Department with questions regarding assignment of proper applicant category.

Membership Designations

Article I, Section 3 of the Bylaws describes the various designations that can be applied to a member. Below is a brief description of each.

Life Member

This is the highest level of membership and can be awarded only to those persons currently holding another category of membership in the Association. This honor may be bestowed upon members who have, at the Association level, made significant contributions toward the fulfillment of the purpose of the Association. The Life Member title shall be added to that of any other category of membership. This title and the member’s regular other membership category title with all its privileges and benefits shall be enjoyed, and held exempt from dues, for the life or resignation of such member. 
To be eligible, the nominee shall as a minimum, meet one of the following:

Served a full term as President of the Association

Been a member for a minimum of 15 years and made at least 5 major accomplishments which have contributed significantly towards meeting the needs of all Chapters, regulatory, and policy making bodies, the commercial, general public safety, and international communities, or any combination thereof.

Senior Member

The designation of Senior may be added to any category of individual membership.  To be eligible, the nominee shall have been a member for a minimum of 10 years; be a member in good standing at the time of the award; and made at least 3 significant contributions to APCO, including one on an Association level.

Multiple Chapter Members

Members may belong to more than one chapter if they are a member in good standing within their primary chapter and they pay the chapter portion for each additional chapter. 
Honorary Member

Only the Board of Officers may confer this category of membership. This membership is limited to those individuals who may have no incentive to obtain membership in any category but by virtue of their position or accomplishments, it is in the best interest of APCO that the individual have information regarding APCO, Inc., including the Bulletin and other APCO publications, filings, and other items of information regarding activities of APCO, Inc.

Chapter Life Member

Each Chapter desiring to confer Chapter Life Membership shall develop a list of requirements for this category of membership. A suggested list can be found in the Policy Manual, Article IV, Section 4.5.

Chapter Honorary Member

This designation is awarded by a Chapter to an individual, who may be either a current member of APCO or a non-member, based upon the individual meeting a set of guidelines established by the Chapter. Article IV, Section 4.6 of the Policy Manual provides more detail for this designation.

Revocation

Membership in the Association may be revoked by the Board of Officers upon a documented showing of reasonable cause. A revoked membership may not be reinstated without prior approval of the Board of Officers. Dues are not refundable.

Voting Rights

The right to vote within the Annual Conference Quorum is a privilege of the Active Member Category and of those members granted designation as “Life Member” by the Association except as the right to vote on specific matters is restricted by Article III, Section 2 or the Constitution.

Chapters shall have those categories of membership provided for in Article I of the Bylaws. The rights with respect to Chapter, International Chapter and Association matters provided by each category of membership, including voting rights, shall be the same for each Chapter; except that it shall be the prerogative of each Chapter to determine voting rights on Chapter matters for each membership category. Only members in the Active category and members who have been granted “Life Member” designation may vote in the Annual Quorum except that members of International Affiliates may vote in accordance with the provisions of Section 2.2 of Article III of the Constitution.

Monthly Chapter Membership Reports 

Each month the Headquarters Membership department will run a membership report for each chapter. These reports shall be disseminated to one chapter representative. To change the chapter representative complete and return the Chapter Officer Representative Form. These monthly reports contain the following information:

Membership Number

Member’s Name

Agency / Organization

Primary Mailing Address

Primary Phone

Primary Fax

Primary E-mail

Primary Chapter

Member Category
Join Date (when available)

Expire Date

Membership Classification
Junk Mail flag (member has requested not to receive solicitations)

Membership Verification by Chapter

Each prospective member must complete and submit a Membership application with payment to APCO Headquarters. The membership department will verify eligibility for membership and the appropriate class and chapter.

Additionally, Chapter Presidents and Secretary’s are asked to review the eligibility of prospective members. The above membership report will include the names and affiliations of all new members of the Chapter. The President and Secretary of the Chapter have fourteen days (14 days) to review and comment on the new member’s eligibility.  

If, after an applicant has been accepted for membership and the membership card has been issued, it is determined that an error was made and the applicant in fact does not meet the criteria for an APCO membership, APCO Headquarters shall notify the applicant in writing that the membership has been cancelled and the membership card is revoked. The applicant shall be entitled to a full refund of any dues paid.

Further explanation and description for the membership process can be found in the Policy Manual, Article IV, Section 4.1.

Dues 
Effective January 1, 2008 – December 31, 2008
Active:
Tier One - $88.00
Chapter portion (20%) $17.60

Tier Two $115.00
Chapter portion (20%) $17.20 plus $25.00 for total of $44.6
Some Chapters may elect the second tier amount that will be received by the Chapter. As of the effective date above, the Chapters electing to use the Tier Two dues structure include: California, Louisiana, and Oregon. The Active Tier Two level must be selected by a majority approval of a Chapter’s active member quorum and shall remain in effect until rescinded.

Member: $66.00
Chapter portion (20%) $13.20
Commercial: $148.00
Chapter portion (30%) $44.40
New members will pay the full dues amount assigned to the membership category selected, regardless of the date they join. Upon renewal the dues invoice will reflect any credit brought forward from the previous year. This will bring the members renewal date in line with the January 1st annual billing cycle.

Any annual adjustments shall be tied to the cumulative changes in the Consumer Price Index (CPI) rounded to the nearest U.S. dollar for the preceding Calendar Year. 
Dues are payable on January 1st of each calendar year and are past due 30 days after the renewal date of the membership.
The Association Office mails membership cards and membership pins directly to the member.

Chapter Dues

Each month a report is run from the Association Management Software (AMS) detailing the amount of dues owed each chapter by person. APCO Headquarters will use this report to generate a check each month to the Chapter Secretary or Treasurer.

Awards

The Association may make awards at all levels of the Association as evidence of appreciation to those who have performed outstandingly in the field of public safety and related communications. All awards have strict time lines that must be followed, see the Policy Manual for specifics.

Chapter Membership Awards

The following Chapter Membership Awards are presented annually to the Chapter President (or other representative) of the Chapter. The award is presented during the First General Business Meeting of the Annual Conference.

Chapter Growth-Number Award

This award is presented to the Chapter exhibiting the greatest growth during the past year based upon the number of new members. For purposes of this award, the year to be considered shall be from July 1 of the prior year to June 30 of the current calendar year.

Chapter Growth-Percentage Award

This award is presented to the Chapter exhibiting the greatest growth during the past year based upon the percentage of new members versus the total number of members at the start of the year. For purposes of this award, the year to be considered shall be from July 1 of the prior calendar year to June 30 of the current calendar year.

Membership Density Award

This award is presented to the Chapter having the greatest density of members relative to the total population. In making this calculation, the chapter membership as of June 30 of the current calendar year shall be compared against the most recent population data available for the political jurisdictions(s) that describe the Charter Area of the Chapter being considered. In the case of Chapters wherein the Charter Area encompasses an area larger than a single state, the calculation may be based upon those members residing in a single state versus the population of that state.

Association Awards

The following Awards are made each year to individuals or corporations whose service to their employer and the community they serve over the current year has been deserving of recognition. Nominees for the award shall normally work in a job classification compatible with the award for which they are being nominated. The deadline for nominations is April 1.
Telecommunicator of the Year

Technician of the Year

RF Technologist of the Year

Line Supervisor of the Year

Center Director of the Year

The Corporate Award for Leadership in 9-1-1 Location Solutions Award (CALLS) is made each year to a corporation whose service to their employer and the community they serve over the current year has been deserving of recognition.
Other Awards

Recognition Awards

The J. Rhett McMillian, Jr. Award

The Art McDole Award

The Weldon Joe Blair Award

Meetings

Annual Conference

The APCO International, Inc. Annual Conference and Exposition is the technology, training and networking conference of public safety communications and serves as the venue for the annual business meeting of APCO International, Inc. in which the quorum conducts the business of APCO International, Inc. Traditionally, the Annual Conference is held in August. 
The Annual Conference is a series of meetings and workshops covering annual reports; future objectives, amendments to the Constitution and Bylaws; technology, training, management and planning; equipment exhibits; election of Association Officers; and presentations by industry panels and government officials. 

The Annual Conference and Exposition site is selected five or more years in advance of the year of the Conference and Exposition. The site selection is alternated between regions. Cities interested in hosting the Conference and Exposition must meet specific minimum requirements to become eligible. The Conference Manual outlines the details of this process.

There may be a Host Chapter Conference Committee made up of local chapter members to assist and support APCO staff in carrying out various aspects of the Annual Conference and Exposition. In the event that there will be no Host Chapter Conference Committee, APCO staff will coordinate all functions.

Annual Conference Manual

The Conference Manual outlines the policies and procedures for planning and executing the Annual Conference. In the absence of a separate Memorandum of Understanding (MOU) between the Conference Headquarters staff and the Host Chapter Conference Committee the Conference Manual will be used. It clearly outlines the responsibilities for each party. Interested Chapters can obtain a copy of this manual by contacting the APCO Conference Director.

Regional Conferences

A Regional Conference is an annual function planned and held in one of the four geographical regions by a Regional Consortium acting independently of the Association. The Regional Consortium will consist of the Chapter Presidents in the Region or their designated Alternates.

The Regional Host Chapter shall appoint one of its members who do not have a conflicting commercial interest as its Regional Conference Chair, whose duties and authority shall be prescribed by such Host Chapter in general accordance with the Regional Conference Manual.

Regional Conferences shall be scheduled so as to adjourn before the twentieth (20th) day of the appropriate month of each year as follows:


Gulf Coast Region
January/February


Western States Region
March


North Central Region
April


East Coast Region
May

The Annual Conference and Exposition will take place of the Regional Conference during that region’s rotation.

Further information, exceptions to the above and details on the Regional Conferences can be researched in the Bylaws, Article X, Section 2 or the Regional Conference Manual.
Chapter Meetings

Chapter meetings are required to be held at least twice, during the period between consecutive Association Annual Conferences. One of these meetings must be held within the chartered area of the Chapter. One meeting may be held while the Chapter members are actively participating at the site during the time of a Regional or Annual Conference. Meetings are held at the pleasure of the voting membership of the Chapter. 
Chapter Minutes

The minutes of Chapter meetings shall include all actions of significance and they shall be reported in writing to the Association Membership department not more than thirty (30) days after the adjournment of such meetings.

Chapter meetings are information exchange forums. They have six major objectives:

To conduct the ongoing business of the Chapter
To acquaint the membership with current telecommunication matters affecting matters affecting members of the Chapter or their organizations or of national importance
To enhance the professional and leadership skills of the individual members
To maintain an awareness of emerging technologies relevant to Public Safety
As a result of such knowledge gained, to take specific and timely action in those matters requiring resolution at both the local and National levels
To recruit new members
Other sources of information and assistance in planning effective Chapter meetings and interesting programs are the Association Membership Department and other Chapter websites. The Membership Department can also provide membership recruiting incentives, items for giveaway or door prizes (pens, bumper stickers, etc.). Use the Chapter Event Assistance Form, located in Appendix C, to request material and services to support your local chapter event. Also, feel free to copy and distribute the article “What APCO Means to Me,” found in Appendix D.
Sample Chapter Business Meeting Agenda


I
Opening Ceremonies



A. Invocation



B. Salute to Flag



C. Introduction of Guests



D. Announcements


II
Secretary's Report



A. Minutes of previous meeting (Action Required)



B. Correspondence



C. Membership Report


III
Treasurer's Report (File for audit)


 
Auditing Committee's Report (When required)


IV
Report from the Chapter Executive Council Representative


V
Frequency Advisor's Report


VI
Other Chapter Committees' Reports


VII
Additional Business



(Some are not considered at every meeting)



A.
Resolutions



B.
Amendments to Chapter Constitution and Bylaws



C.
Nominations



D.
Elections



E.
Installation (see suggested format Appendix E)


VIII
Program


IX
Adjournment

Guidelines for Chapter Meeting Programs

The following guidelines for the chapter meeting are suggested:

I
Meeting Objective No. 1 is to conduct the ongoing business of the Chapter.



A
Secretary's Report

Begin with the minutes of the last meeting. They should be brief and accurate. If the minutes were previously distributed a motion is required to accept them as written (or adopted as corrected). Be sure to record the fact that the minutes were sent to the Membership Department at the Association Office within the 30 day window.

Correspondence - Read correspondence received since the last meeting.

Membership - Report the status of categories of Chapter membership.

Treasurer's Report

Give a brief report on the Chapter's finances. 

It is suggested that an audit of the financial records of the Chapter be done annually and that the Audit Committee gives a report to the membership.


II.
Meeting Objective No. 2 is to acquaint the membership with current telecommunications matters affecting the Chapter, members or their departments or companies or of National importance.

A.
Status Reports Status Reports include such matters as updates and discussion about state/province and local government laws and regulations, administrative policies, proposed or enacted legislation, new departments and agencies, consolidated departments, changes in departmental structures, new companies, new systems, major system acquisitions, plans, training programs, personnel changes and Chapter activities.

The Chapter may want to contact persons with significant information in one or more of the above subjects and have them make a report as a special feature of the program.

Learning from their peers encourages members. Providing a networking opportunity for members to share their experiences, request advice and offer advice is one of the values of APCO membership.

B.
Interconnect and Tariffs This subject includes matters relating to both RF and line circuits. Included are mutual aid and emergency networks (Example: The Nationwide Law Enforcement Emergency Channel), data networks, state, county and regional systems and their national terminals, interconnections between private and common carrier systems, terminal equipment configurations and their costs, line tariffs and interconnect rates, systems capabilities, regulations, etc. These matters should be included for discussion at every meeting, if APCO is to responsibly represent telecommunications for public safety entities.

State/province government departments responsible for planning and for operation of wide area systems are good sources for program speakers, but don't forget the carrier providers.

C.
Spectrum Management Frequency, as well as system planning coordination should be included in these reports. Include a report of the activities of the local FCC Radio Inspector. The Chapter Frequency Advisor should highlight any unusual difficulties experienced since the last report. If the Chapter area borders an international boundary, special problems may occur and they should be allocated to further study sessions.

Discuss possible effects of recent FCC rules changes on local systems, such as channel loading, FCC monitoring studies, channel assignments, block allocations versus discrete channel philosophies, forced and elected sharing of channels, results of trunking techniques, consolidated and coordinated operations.

D.
Other Naturally, there are many other telecommunications matters that can be presented and which cannot possibly be included here. The operating principle to be used in selecting and discussing a subject related to Objective No. 2 is that its effect is on the members of the Chapter or their departments. Providing assistance to its own members in solving their local problems is the most important obligation of a Chapter.

The elements of this objective are handled the same way as those in Objective No. 2 except that the issues to be considered are broader in scope.

The resources of the Association may be brought into play. A beginning point is the Chapter's elected Association Executive Council representative. They are the first source of information about happenings at the Association level. They attend Annual Conferences and receive summaries of the minutes of the Board and Executive Council meetings which report actions taken between meetings. Their vote affects decisions regarding grants and studies, appointment of Counsel and the Executive Director. They should read or summarize these items at every meeting, and offer comments where appropriate.

If the Chapter has a member who belongs to an Association Standing Committee, they should be asked for an activity report. If no actions have been taken or reported perhaps this is an area the Chapter might want to consider for further study.

Ask the Association Office for information. The Board of Officers, commensurate with financial and time limitations, attempts to send its members to as many Chapter meetings as possible for the purpose of making reports on Association activities and participating in Chapter discussions.


III.
Meeting Objective No. 3 is to enhance the professional skills of the individual members.

Two major subjects in this area are planning and training. Planning can be sub-divided into programs, acquisitions, and implementations. Training can be divided into management and operations. With such clear cut divisions, the subjects may be more suitable for workshop presentations than for general session topics. Workshops allow the membership to attend those sessions which are of particular interest to the individual.

There is one particular skill that has need for enhancement that of interpersonal communications. Every opportunity should be explored to have an expert in these matters address the membership -- at general sessions rather than in workshops. Colleges and universities are good sources for speakers.

The Association Office is a prime source for material which can be used as references in planning and training sessions. The Appendix of this Guide may help in identifying such material.

The Association Office through its Association Standing Committees can provide valuable advice and assistance for specific training topics.


IV.
Meeting Objective No. 4 is to maintain an awareness of the emerging technologies relevant to public safety communications. The accent in this area is on industry, design, and maintenance.

Issue a call for technical papers. Select one or two of these that have innovative messages with regard to hardware, design, or application. Ask for presentations, which speak to maintenance costs, and how such costs are derived. Give engineers and technicians program time to discuss system configurations, tests, implementations, and trouble shooting.

Encourage hardware and consultant representatives to exhibit their products and services at chapter meetings. Make special efforts to invite local vendors to participate and perhaps even to join as a Commercial member. 


V.
Meeting Objective No. 5 is to take specific and timely action on these issues requiring resolution.

If this meeting program guideline is followed, there will be a number of issues discussed, which will require further attention. If answers are found, take action.

Consider the APCO headquarters staff as a resource to the local chapter. APCO staff is here to serve you. We may not have all of the answers, but we can certainly connect you with those that do. 

VI. Meeting Objective No. 6 is Retention and Recruitment. “R” is probably the most important letter in the alphabet for the APCO membership team, because recruitment and retention are vital to the association. Understanding each of these aspects of the association’s membership and how they work are essential to continuing to build an organization that is long-lasting and strong.


A. Retention

As in any business, it is less expensive to keep an existing customer happy than it is to seek and find new customers. The same concept applies to association membership. Keeping existing members satisfied is imperative for membership development. 

The best way to retain existing members is by creating a strong foundational relationship through their participation in association activities – especially during the first year of membership. The new member must believe that their new membership in the association is valuable right from the start. Chapter leaders can make the first year for a new member more meaningful and involved by offering:

Welcome phone call 

Mentoring programs that connect the long-term members with new

New member receptions, orientations, social events

Discounted registration or tuition to local conferences and training

The new member should feel that the investment of their dues provides them with contacts and information that will help them to advance professionally and personally. When the individual has advanced, that is carried over to the communities they serve and as a whole, we all receive betterment. 

Through direct and repeated communication with the new member, they will become aware of how to fully utilize their membership through the services, products and programs that APCO offers. It is through the unique experiences of APCO membership that the member can reap the benefits of an association specifically designed to further their professional goals. 

Individuals that are not motivated and encouraged to maintain their membership deplete the pool of skills, experience and talents that serve to nourish the association. When a member becomes active, especially at the local level, the risk of losing that member is greatly reduced. 

Strategies to welcome new members

Establish a work group entirely dedicated to making personal contact with the new member. This tactic could also be used to reach out to uninvolved existing members. 

A personalized phone call from a long-term and satisfied member could serve to encourage a new member

New member orientation programs can help members develop their personal and professional goals and give insight on how APCO can help to achieve those goals.

Develop a schedule to reach out, welcome and assist new members, perhaps monthly or quarterly

B. Recruitment

Marketing research has identified three types of membership prospects: resisters, indifferents and uninforms.

Resisters. These are people who dislike your organization for whatever reason. If their views are unfounded, you may be able to recruit them into the membership through providing information and resources of the work APCO is doing for public safety communications.

Indifferents. These people believe that there are no real benefits to joining the membership or that they can get the benefits without joining. Demonstrating to these individuals that the organization’s value is high when compared to the cost of dues is the best way to recruit them into the ranks of membership.

Uninforms. These are the people who haven’t heard about APCO or have little to no idea what we do. Tell them about APCO, it’s your association!

Think of APCO membership involvement as a pyramid with the following steps

· Prospective member

· New member

· Active member

· Renewing member with a leadership role







Leadership







Current Members









New Members










Prospective Members

Membership Recruitment and Retention are the responsibility of each of us.
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CHARTER #

Chartered May 1, 1900

Amended September, 1907

Amended January, 1910 

___________________ Chapter of APCO

CONSTITUTION

Article I 
Name and Purpose

Section 1
Name and General Membership Requirements


1.1
This organization shall be known as the _________________ Chapter, Association of Public-Safety Communications Officials - International, Inc. (APCO, Inc.). As authorized by its charter, issued ___________________ by the Association of Public-Safety Communications Officials - International, Inc., the geographical area included within this Chapter shall be the (State) of __________________.


2.1
Membership in the Chapter shall be open to all persons of good character who meet the membership requirements of this Constitution and Bylaws adopted pursuant thereto. Its voting privileges shall be limited to certain membership classifications, which are hereinafter specified. Members of the Chapter are members of the Association.

Section 2
Purpose


2.1
The purpose of this Chapter shall be as follows:

2.1.1
Foster the development and progress of public safety communications by means of research, planning, coordination, training, and education.

2.1.2
Promote the rapid and accurate collection, exchange and dissemination of information relating to emergencies and other vital public safety communications among and between all levels of local, state, and federal governments and those who work with them.

2.1.3
Represent its members and public safety communication interests in general before regulatory and policy-making bodies as may be appropriate.

2.1.4
Strive to protect the citizen and his property and provide for his welfare by these and other appropriate means.

Article II
Membership

Section 1
Categories


1.1
The membership of this Chapter shall be divided into the member categories as set forth in the APCO Constitution and Bylaws, and other classifications as may be described here, as long as those other classifications do not conflict with the classifications set forth in the APCO Constitution and Bylaws.

Section 2 
Chapter Life Member


2.1
This honor may be bestowed upon members who have, at the Chapter level, made significant contributions toward the fulfillment of the purpose of the Association and Chapter. To be eligible for this recognition the nominee shall, as a minimum have:



Made three (3) significant contributions toward meeting the needs of the Chapter such as:

Chapter President, one year

Chapter Secretary, three years

Chapter Executive Committee Member, three years

Association Executive Council Member, four years

Chapter Frequency Advisor, three years

Association Standing Committee Chair, two years

Chapter Standing Committee Chair, three years

Chapter Seminar/Meeting Chair two times

Regional Conference Chair, once


2.2
This honor shall be bestowed upon qualified members of the Active, Member and Commercial categories. The nomination shall be initiated at the Chapter level upon recommendation of one past Chapter President, approved by the Chapter's Executive Committee and a majority approval of the Chapter Quorum. This appointment shall be sent to the Membership Department at the Association Office.


2.3
The privileges of a Chapter Life member shall be determined by the category of membership for which the member would otherwise qualify.


2.4
The Chapter shall pay annually to the Association Office the dues amount specified in the Association Policy Manual at the rate of the member's qualifying category for each such member during the membership term.

Section 3
Multiple Memberships


3.1
A member of this Chapter may affiliate with other Chapters of this Association, and this Chapter shall offer reciprocity to members of other Chapters in accordance with the provisions of the Constitution of APCO, Inc. pertaining to this category.

Section 4
Senior Membership Grade


4.1
A descriptive grade of "Senior" may be added to the classes of Active, Member or Commercial,


4.2
To be eligible for the honor, a member shall meet the following qualifications:

Membership for ten (10) consecutive years or more.

Not less than three (3) significant contributions to APCO, Inc. including one on an Association level. These are defined in the Policy Manual

Shall be a member in good standing at the time of the award.


4.3
Nomination to Senior membership grade shall be initiated at the Chapter level upon recommendation by one Past Chapter President, approved by the Chapter Executive Committee and the Chapter Quorum.


4.4
The Association Board of Officers approves senior membership grade at its Annual Conference meeting upon presentation of the resolution and sufficient documentation of qualifications to merit the award.

Section 5
Changes in Membership Qualifications


5.1
Should the status of any member change so as to effect their membership qualifications, they shall automatically have their membership category changed to conform to their new qualifications.

Section 6
Voting Privileges - Qualifying Members


6.1
A member qualifying for voting privileges in this Chapter shall be as follows: ACTIVE - an Active member may vote on all matters brought before the Chapter and/or Annual meeting. OTHER CATEGORIES - a __________________member may vote on any item that directly affects the Chapter. They may not vote on any Association item.

Article III   Officers

Section 1
Designation


1.1
The Executive Board of this Chapter are a President, First Vice President (President-Elect), Second Vice President, Secretary-Treasurer, and Association Executive Council Member.

Section 2
How Elected


2.1
The Officers of this Chapter shall be elected in accordance with Article 3 of the Bylaws.

Section 3
Vacancies


3.1
Should any of the Presidential offices of this Chapter become vacant, the office shall be filled by advancement in rank, leaving the office of Second Vice President unoccupied until the next election of officers.


3.2
Should the office of Secretary-Treasurer become vacant it shall immediately be filled by a temporary appointment by the President. Such appointee shall serve until the next election of officers. The President shall also immediately notify the Membership Department at the Association Office of such a temporary appointment.

Section 4
Vacancy of Executive Council Member


In the event the Chapter's elected Association Executive Council Member position becomes vacant it shall immediately be filled by a temporary appointment by the Chapter President. Such appointee shall serve the remaining elected term of this position and shall be furnished proper written credentials by the Chapter President. The President shall immediately notify the Association's Membership Department with a copy to APCO's Executive Director.

Article IV   Chapter Meetings

Section 1


1.1
There shall be two (2) meetings per year, ________ of which will be held in the State of _________. One of the _____ meetings shall be held in ______________ of each year.

Section 2


2.1
A meeting of the Chapter Active members held while in attendance at an APCO Regional Conference may qualify as one of the required meetings.

Section 3
Quorum


3.1
A Quorum shall consist of the qualified voting members as defined in Article II, Section 4 present and voting at a meeting.

Section 4
Voting Majority


4.1
A simple majority of qualified members present and voting at a meeting shall decide all issues except an amendment to the Constitution and/or Bylaws.

Section 5
Rules of Order


5.1
Chapter meetings shall be conducted under "Roberts Rules of Order, Revised".

Article V   Amendments

Section 1
Provisions for Amendments


1.1
The Constitution and/or Bylaws of this Chapter may be amended only by an affirmative vote of two-thirds of those qualified members in attendance at the ________________ meeting of the Chapter, in accordance with Article 6, Section 2 of the Bylaws.

Section 2


2.1
The Constitution of this Chapter may be amended by any member presenting a resolution in writing to the President who shall have the Secretary-Treasurer mail a copy of such resolution to each Chapter member qualified to vote, the proposed change at least thirty days prior to the meeting. The actual vote on the resolution shall take place at the _________ meeting of the Chapter.

Section 3
Effective Date of Amendments


3.1
All Constitutional amendments passed and adopted by this Chapter in accordance with this section shall be in force and effect upon the adjournment of the meeting at which it is adopted, except as may be otherwise provided in the resolution itself.

__________________ CHAPTER OF APCO

BYLAWS

Article I   Membership

Section 1
Application


1.1
Application for membership shall be made in writing and signed by the applicant upon forms provided by the Association, and processed in accordance with the Association Bylaws, Article I, Section 2.

Article II   Dues

Section 1
Annual Membership Dues


1.1
The dues structure shall be specified in the Association policy manual and shall define association and Chapter portions.


1.2
Chapter Honorary members shall not pay any Chapter or Association dues. The Secretary-Treasurer shall forward to the Membership Department a listing of such members along with a check from the Chapter for the Association portion of the membership dues.

Section 2
Dues Payment Schedule


2.1
Membership dues are due and payable sixty (60) days prior to the end of the Calendar year (December 31st.


2.2
Dues are past due January 31st. Non-paying members are in arrears after such date and shall be notified at that time they have been removed from membership and the benefits thereof.


2.3
Members who have been dropped from the membership roll in accordance with 2.2 above shall be placed in a pending status with no benefits, for a period of three (3) months. If during that three (3) months period they pay proper dues, they shall be reinstated to full membership. After such pending period, such persons who elect to rejoin shall be required to apply as new members and shall be assigned a new membership number. 

Section 3.
Billing and Collecting Dues


3.1
The Association Office shall bill and collect dues from all members.


3.2
The Association Office shall, within each thirty (30) day calendar period, remand to the Chapter its portion of dues received.


3.3
The Association Office shall, in like manner, notify the Chapter when its members are billed and when membership status is changed.

Article III   Chapter Elections

Section 1
Eligibility


1.1
Only members who hold ACTIVE membership status in this Chapter as defined in the Association Constitution and Bylaws may be considered for any elective position in this Chapter.

Section 2
Positions To Be Filled


2.1
The officers of President and First Vice President shall normally be filled by advancement in rank. The Second Vice President, Secretary-Treasurer, and the Association Executive Council Member shall be elected annually (or biannually) at the _______________ meeting. The elected members may succeed themselves.

Section 3
How Filled


3.1
Positions in this Chapter shall be elected by ballot from nominations submitted by the Nominating Committee in accordance with Bylaws Article 5, Section 2.4, or by nominations from the floor. Balloting shall be done at the last scheduled business session at the _________ meeting.

Article IV   Officers - Authority and Duties

Section 1
Authority


1.1
The necessary authority for the performance of duty by all officers of this Chapter is herewith established.

Section 2
President


2.1
As soon as practical after taking office, the President shall announce appointments to standing and special committees; outline objectives for the year; and discuss any proposed resolutions to be presented to the Annual Conference Quorum in accordance with Bylaws Article XVIII. The President shall submit to the APCO Membership Department the name and pertinent information of the Chapter Primary and Alternate Frequency Advisor (on approved form) and any changes.


2.2
The President shall be the Chairman of the Chapter Executive Committee; shall be an ex-officio member of all committees of the Chapter; and shall preside at all Chapter meetings. It shall be the President's duty to see that the conduct of all meetings is in keeping with the purpose of this Chapter as outlined in Constitution Article 1, Section 2.

Section 3
First Vice President (President Elect)


3.1
The First Vice President shall perform all the duties of the President in the President's absence.


3.2
The First Vice President shall serve as Chairman of the Activities and Membership Committee. The First Vice President shall, during the term of office, screen the Chapter membership, contact prospective committee Chairmen and members for the following year, and have the appointments ready for presentation after taking office as President.


3.3
The First Vice President shall participate in Executive Committee responsibilities as assigned by the President or Executive Committee.

Section 4
Second Vice President


4.1
The Second Vice President shall perform all the duties of the First Vice President in the First Vice President's absence.

4.2

The Second Vice President shall serve as Vice Chairman of the Activities and Membership Committee.

4.3

The Second Vice President shall participate in Executive Committee responsibilities as assigned by the President or Executive Committee.

Section 5
Secretary-Treasurer


5.1
The Secretary-Treasurer shall serve as Secretary to the Chapter Executive Board, the Executive Committee, and the Chapter meeting business sessions.


5.2
The Secretary-Treasurer shall keep a complete membership roll of the Chapter, furnishing to the Association Office, the President, First Vice President, and Meeting Chairman corrections and changes as necessary. 


5.3
The Secretary-Treasurer shall submit to the APCO Membership Department a list of the new Chapter Officers immediately after their election (on approved form) and the name of Chapter Frequency Advisor and Alternate (on approved form).


5.4 
Secretary-Treasurer shall receive all funds belonging to the Chapter, and shall maintain bank account(s) for the orderly processing of all funds. The Secretary-Treasurer shall pay from the account(s) all Chapter obligations as prescribed by the Chapter, or upon orders from the President or Executive Committee during intervals between Chapter meetings.


5.5
The Secretary-Treasurer shall prepare a financial report and present it at each meeting, and shall make financial records available to the Executive Committee for auditing purposes.


5.6
In this capacity the Secretary-Treasurer shall strive for a harmonious relationship between the Chapter and APCO, and shall make recommendations to insure that Chapter purposes are in accord with those set forth by the Association.


5.7
Financial assistance for the Secretary-Treasurer's attendance at the Annual Conference shall be determined by the Executive Committee after the financial status of the Chapter is taken into consideration.


5.8
The Secretary-Treasurer shall promptly deliver all monies and records as described in the following section to the Secretary-Treasurer's successor or to whomever the Chapter Executive Committee may designate to receive them.


5.9
The Secretary-Treasurer shall maintain all the financial records and minutes of all meetings of the Chapter in their original form for three years. Copies of the minutes shall be submitted to the Membership Department at the Association Office within thirty (30) days, as required by the APCO Constitution, Article III, Section 2.4.


5.10
The Secretary-Treasurer should be bonded, and the bond maintained, at the Chapter's expense, throughout the Secretary-Treasurer's term of office. The bond must be reviewed or applied for as soon as possible following each _________meeting. If an elected Secretary-Treasurer cannot qualify to obtain a bond, the individual must resign, and the President shall fill the resulting vacancy in accordance with Article 3, Section 3 of the Constitution. The arrangement for the required bond will be made by the newly-elected or reelected Secretary-Treasurer and must be approved by the President before the Chapter will be obligated to pay for the bond.


5.11
The Secretary-Treasurer shall maintain a schedule of future Chapter meeting dates and locations for at least one year in advance and report these to the Association Membership Department promptly upon their scheduling.

Article V   Committees

Section 1
Designation


1.1
Only ACTIVE members may chair standing committees.


1.2
Committees formed in this Chapter shall include, but not be limited to the following:

Section 2
Standing Committees


2.1
Executive Committee

2.1.1
The Chapter President shall chair this Committee, and its members shall consist of all elected officers, who have been elected in accordance with Bylaws, Article 3, and the immediate Past President.

2.1.2
The Executive Committee shall have full power and authority during intervals between scheduled Chapter meetings to perform all the functions, which the Chapter might perform, except the power to amend the Constitution and Bylaws.

2.1.3
The President may call this committee into session whenever the need arises, and shall call it into session at the ___________ meeting, prior to the general business session for the purpose of examining the Secretary-Treasurer's financial report and auditing the books or other documents maintained by the Secretary-Treasurer and to decide on recommendations to make to the Chapter that would advance and effect objectives of the Chapter and APCO, Inc.

2.1.4
The President may poll this committee on special matters by written communication in lieu of calling special sessions.

2.1.5
This committee shall be called into special session by the President on the written request of three (3) of its members.

2.1.6
A simple majority of this committee shall constitute a quorum, and a simple majority vote of those present at a session, or polled in writing, shall determine all issues, except that in the event of impeachment proceedings, a special meeting must be called and a two-thirds majority vote will be required for impeachment.


2.2
Activities and Membership Committee

2.2.1
The First Vice President shall chair this Committee, and the Second Vice President shall be the Vice Chairman. This Committee shall consist of at least two additional Chapter members (appointed by the President).

2.2.2
This Committee shall actively explore and implement ways to reach new members for APCO, Inc and, just as importantly, to retain the members already enrolled.

2.2.3
The Committee shall assist the host agency Meeting Chairman in planning a well- rounded program agenda for the meetings.


2.3
Constitution and Bylaws Committee

2.3.1
This Committee shall maintain the Chapter Constitution and Bylaws as pertains to the APCO, Inc. Constitution and Bylaws, and shall draw, or assist in drawing, resolutions to be considered by the Chapter or the Association.


2.4
Nominating Committee

2.4.1
This Committee shall be chaired by the (immediate Past President) and, if possible, shall include two additional Past Presidents as members.

2.4.2
This Committee shall bring its recommendations to the______________ meeting, in the form of candidates for the elective offices in accordance with Article 3 of the Bylaws.


2.5
Training Committee

2.5.1
This Committee shall consist of not less than four, and preferably six, members whose interests are primarily in the operations area.

2.5.2
This Committee shall actively study the needs of administrative, supervisory, and operations personnel. 

2.5.3
Recommendations should be made to the Meeting Chairman so the meeting agenda may include information satisfying the needs of interested people.


2.6
Frequency Advisory Committee

2.6.1
This Committee shall have as its Chairman the Chapter Frequency Advisor.

2.6.2
This Chairman is hereby granted powers to make independent decisions due to time limitations in the coordination process. The Chairman shall also have the power to appoint ad hoc sub-committees to study any special or individual situations as deemed necessary by the Chairman.

Section 3.
Other Committees


3.1
The President shall appoint other committees as the need arises. These committees shall continue to serve and operate at the pleasure of the President, with the approval of the Executive Committee.

Section 4.
Duties of Committees


4.1
The duties of all committees shall be defined by the President where otherwise not stated.

ARTICLE VI   Amendments

Section 1.
Authority for Amendment


1.1
The Constitution and/or Bylaws of this Chapter may be amended only by an affirmative vote of a majority of those qualified members in attendance at the _______________ meeting of the Chapter.

Section 2.
Normal Procedure For Amendment


2.1
The Constitution and/or Bylaws of this Chapter may be amended by any member presenting a resolution in writing to the President who shall have the Secretary-Treasurer mail a copy of such resolution to each Chapter member qualified to vote, the proposed change at least thirty days prior to the __________ meeting. The actual vote, on the resolution shall take place at the __________ meeting of the Chapter.

Section 3.
Effective Date of Amendments

All amendments passed and adopted by this Chapter in accordance with this section shall be in force and effect upon the adjournment of the meeting at which it is adopted, except as may be provided in the resolution itself.

ARTICLE VII

Resolutions

Section 1.
Procedure


1.1
Resolutions not involving amendments to the Constitution and Bylaws shall be made in writing and presented to the Executive Committee for consideration and report at any meeting of the Chapter. Resolutions considered by the Executive Committee shall be presented to the Chapter members at the meeting for their vote, along with the recommendation of the Executive Committee.

ARTICLE VIII

Expenses

Section 1
Specified Expenses


1.1
The Secretary-Treasurer shall be authorized the actual and necessary funds to fulfill the requirements of their office as outlined in the Constitution and/or Bylaws of this Chapter. Reasonable and proper expense of the President, Secretary-Treasurer, and APCO Executive Council member during their term of office; including reasonable expenses to attend the Annual APCO Conference.


1.2
The financial status of the Chapter shall be taken into consideration before any travel expenses are paid.

Section 2
Other Expenses


2.1
The Executive Committee shall be authorized to approve all other expenses not specifically prohibited in the Constitution and/or Bylaws of this Chapter.

Section 3
Significant Property


3.1
The Executive Committee shall have full power and authority, upon an affirmative vote by two-thirds of the committee members, to dispose of Chapter property.

ARTICLE IX

Disbursement of Assets Upon Dissolution

Section 1
Statement Of Intent


1.1
Should the ___________ Chapter of APCO, Inc. be dissolved all assets shall be distributed to APCO, International, Inc., or organizations, of similar purpose as selected by a two-thirds majority vote of a meeting or by the Executive Committee if the Chapter is between meetings. 

ASSOCIATION OF PUBLIC-SAFETY COMMUNICATIONS OFFICIALS - INTERNATIONAL, INC

This (these) amendments to the __________________ Chapter's Constitution/Bylaws was (were) 

adopted by the voting body of the _________________ Chapter of APCO, Inc

on _________________

Witness:




__________________________________







President







__________________________________







Secretary







__________________________________







Constitution/Bylaws Chairman

Signed this _____ day of ________________, 19 __

ASSOCIATION OF PUBLIC-SAFETY COMMUNICATIONS OFFICIALS - INTERNATIONAL, INC

This Constitution and Bylaws were adopted by the voting body of the_____________________ 

Chapter of APCO, Inc on _________________________________________.

Witness:




_____________________________________







President







_____________________________________







Secretary







_____________________________________







Constitution/Bylaws Chairman

Signed this __________ day of _____________________, 19_____

CHAPTER INCORPORATION

Sample Corporate Statement

The Association issues statements of corporate policy for the benefit of the Chapters and others with an interest in such matters. The Association also issues public statements of policy regarding national telecommunications goals.

CORPORATE STATEMENT

CORPORATION PUBLIC STATEMENTS

In order to meet the requirements of your state, county or local agencies, the attached public statement has been approved by the Board of Officers and is offered for your use. This statement is provided in the event that you are required to furnish this type of information at the Chapter level.

It is suggested that you make copies of the attached and include it with a cover letter on your own stationery, which states: 

"Thank you for your request of ____________________. In response to your inquiry, attached please find a copy of a public statement issued for this purpose by the Association of Public-Safety Communications Officials International, Inc. (APCO)"

"This Chapter is chartered by the Association. Our books are, in like manner, open to inspection."

Date

TO WHOM IT MAY CONCERN:

The Association of Public-Safety Communication Officials International, Inc (APCO) is a volunteer-membership Association incorporated as a not-for-profit organization. The Corporation is tax exempt under IRS Code, Section 501 (C), (6). Individual Chapters of the Association may seek similar status by direct application to the IRS. Such matters are within the discretion of each Chapter.

APCO International is the world’s oldest and largest professional organization dedicated to the enhancement of public safety communications. APCO International serves the professional needs of its 16,000 members worldwide by creating a platform for setting professional standards, addressing professional issues and providing education, products and services for people who manage, operate, maintain and supply the communications systems used by police, fire and emergency medical dispatch agencies throughout the world

The books and records of the Association are open for inspection upon proper notice and request from responsible individual and agency representatives who satisfactorily document a right, or reasonable need, to know.

Signature of Chapter Officer
Appendix B Chapter Officers Contact Update Form http://www.apco911.org/new/membership/documents/chapterupdateform.pdf
Appendix C Chapter Event Assistance Form
http://www.apco911.org/new/membership/documents/events.pdf
Appendix D What APCO International Means to Me as a Member
By Gregg Riddle, Executive Council Representative, Illinois Chapter

I became a member of APCO International in 1981, when I took over responsibility for our fire department’s communications systems and dispatch. For the first few years, I went along just paying my dues and not participating in chapter meetings or annual conferences.

I became a member because the person I replaced had been a member. He had a very strong technical background in communications, and I wanted to keep up with all the resources he had used during his tenure.

Our department, the Elk Grove Village (Ill.) Fire Department, received a request from the program chair of the APCO International Conference & Exposition in Cincinnati, Ohio, to supply a speaker on the fire department’s mutual aid operations. At the time, my shift commander was a key person in the development of the mutual aid system used by the suburban departments surround Chicago. I volunteered to take his place because I already was a member of APCO International.

When I arrived at the Cincinnati conference, I was surprised to run into several friends from Illinois who happened to be active APCO International members. From that day forward, I have been fortunate enough to attend every annual conference and have been very active in the Illinois Chapter. I have served in most of the chapter officer positions and on several state and regional conference committees.

During the years, I have met hundreds of people and developed many friendships with other APCO International members. These are people just like me. They go to work every day, facing similar challenges and hoping to find the right answers. The answers most often come from people I have met through APCO. Most of the time, I can turn to personal contacts who already have dealt with the issue to find possible solutions. I get answers for some problems by attending seminars at the annual, regional or state conferences or, more recently, at one of the single-topic symposiums.

My membership also keeps me up to date with the issues that deal with the future in communications. This goes from the people who are postulating the newest technological approaches to current problems to the efforts to handle the legislative roadblocks we must hurdle. APCO constantly faces, discusses, analyzes and addresses public safety communications issues.

I retired from the fire service and was selected as the director of a consolidation effort for two communities interested in merging their 9-1-1 dispatch centers. I strongly believe I was selected because of my knowledge of communications. Much of that is attributable to my APCO membership.

Beyond the personal benefits I have experienced, I feel there are other ways APCO International provides benefits. The most valuable asset of most companies – or public safety communications agencies – is its employees.

As management, it is important to us that the people we employ are doing their best every day they come to work. To achieve that goal, we start by interviewing and testing prospective applicants to get the most qualified people available. The next, more challenging, endeavor is to retain the people we hired. This is where I feel that belonging to APCO International can provide some assistance.

Most people value their jobs for reasons beyond a paycheck. This can involve personal pride in the job, satisfaction with the results of their efforts, recognition by their supervisors and peers, and the ability to grow and progress continually in their professions. It is often easiest to hand someone a paycheck every two weeks. It is much more difficult to fill the other needs, but filling those needs is how you develop and retain quality employees.

As an APCO International member, I have been very fortunate to attend so many annual conferences during the years. Most members will not have that experience. That does not mean they would not benefit from an APCO membership.

Being members brings each of them a monthly copy of this magazine. Most of the key topics are addressed in a timely manner, along with other articles on a variety of communications issues.

Public Safety Communications/APCO Bulletin allows APCO members to keep up with the advances and changes. It also allows us to compare our organization’s operations and procedures with those of other agencies highlighted in the magazine.

The annual membership directory brings a way to contact all our members to discuss issues on a more personal level. I use the membership directory week after week and have copied many phone numbers from it into my Palm Pilot so they are always with me.

Another way a public safety communications agency can help develop its members is to expose them to APCO chapter meetings. These meetings bring together members from all classes. They let people make acquaintances and develop friendships. Those contacts provide opportunities to discuss concerns and gain insights into the technological advances we face continually.

As we benefit from our memberships in APCO International, APCO International benefits from its members. The size and diversity of our membership lets the association focus on multiple issues simultaneously.

The last point I would like to make is one of service to the association. After 20 years as a member, I have moved from primarily receiving the benefits of my membership to trying to give back to the association. Volunteering to serve on committees primarily does this for me. 

There are many opportunities for individuals who want to contribute to the association. Serving on a committee permits a closer working relationship with some of the most knowledgeable and dedicated individuals in public safety communications, while you work to benefit APCO and, ultimately, its members.

By spreading the word on the value of a membership in APCO International, we can increase our numbers and have an ever-increasing effect in the arena of public safety communications.
Appendix E Installation of Officers
SUGGESTED FORMAT FOR INSTALLATION OF CHAPTER OFFICERS

President:
We will now have the installation of Officers. (takes his/her seat, if not the installing officer)

Installing Officer:
Will the Officers-Elect please raise their right hands.


You have been duly elected to the office in which you are about to enter by vote of the ______________ Chapter Quorum here assembled. By this vote the Quorum would invest in you the power of the ______________ Chapter of APCO. It bestows upon you its confidence, trust, and places in your hands the duties of your office as written in the Constitution of this Chapter.


Do you, under God, under country, and before these witnesses here assembled, each and every one of you, hereby accept this power, this responsibility, this confidence, this trust, this establishment of duties, and solemnly swear to uphold, protect, and execute to the best of your abilities the aims and objectives of the Association of Public-Safety Communications Officials - International, Inc.? (Installing Officer calls each officer by name, from president on down, who respond with "I do").


So be it. I now pronounce each and every one of you duly established in your new office. (All new officers except the new president take their seats).

Retiring President:
(calls new president to the lectern)


Mr/Madam President, on behalf of the Quorum of this Chapter, I hereby present to you and your officers, your seal of office. (Surrenders the gavel, gives congratulations, and remains standing to accept awards of recognition of service).

New President:
Makes awards to the Immediate Past President (who then takes seat).


Makes acceptance speech. Make any announcements. Adjourns the meeting.

Appendix F Glossary
	Regional Consortium
	A group consisting of not less than a majority of the Chapters that are chartered in a geographical region, each of whom by written consent previously made known to the Executive Director, aggress to share and participate, to an extent individually agreed upon, in the tasks and financial arrangements of a Regional Conference.

	Regional Host Chapter
	A Regional Consortium Chapter that has accepted the responsibility of acing as the manager of a Regional Conference to be held in its Region.


Appendix G Parliamentary Procedure

PARLIAMENTARY PROCEDURE

The most common error made in parliamentary procedure, by those who are beginners in its use, is probably the tendency to be too stiff. One of the purposes of parliamentary procedure is to expedite - to accomplish the business of an organization in a manner most beneficial to the members -- all of the members. This does not mean that questions may not be answered, information given, methods explained, etc, in a friendly, informal manner, thus encouraging the shy and/or inexperienced member to take an active and interested part in the proceedings.

Use the gavel properly. ONE rap. Never "turn over a meeting." The meeting belongs to the presiding officer. The officer "introduces" or "presents" a chairman or speaker. The officer calls the meeting to order. The officer recesses it. The officer adjourns it. Nobody else!

Do not adopt the Treasurer's report. File it for audit.

Adopt Bylaws seriatim. Remember that, once a section or Article is adopted it is in effect. It will require a two-thirds vote with previous notice to change it.

Do not say "old business." Say "unfinished business." Do not say, "old officers." Say "outgoing officers.”
Common Errors In Reporting Say "Mister Chairman," or "Governor James," and proceed with your report. Only a speaker addresses the other honored members or those at the head table, etc. If, when you read a report, you do so in order to recommend some action on the part of the assembly, you must move the adoption of the recommendation, NOT the adoption of the report. Unless it is a committee of one member, a committee recommendation does not require a second. A motion to "adopt" the recommendation of a committee does not necessarily represent the entire committee, only a majority of it. Names are not usually used. One speaks of him/herself in the third person when an officer or chair. 

Calling out the word "Question" when you want the motion brought to a vote is improper. Stand, be recognized, and move "the previous question" which means, "stop debate." This requires a second.

The parliamentarian does not "rule," the chair does.

A MAIN MOTION

PURPOSE - A main motion is a motion whose introduction brings business before the assembly.

PROCEDURE -


1.
Rise and address the chair (state your name)


2.
Await recognition


3.
Make the motion 
"I move that -------------------"


4.
Second the motion



Another member, without rising, says, "I second the motion".


5.
The chair states the motion



"It is moved and seconded that --------------------"


6.
Debate (or discussion)



The chair inquires "Are you ready for the question?" or, "Is there 



any discussion?"



Rules for debate:



Speakers must:




a.
be entitled to the floor




b.
address their remarks to the chair




c.
be courteous, and avoid personalities




d.
confine discussion to the pending question




e.
observe rules as to number of times and number of





minutes they may speak to a question.


7.
Vote



The chair puts the question by saying, "The question is on the adoption



of the motion to ---------------(repeat the motion). Those in favor say AYE.



Those opposed say, NO"



If the result of the vote if doubtful, the chair calls for a rising vote. (This is not 



a counted vote)


8.
The chair announces the vote



"The ayes have it, the motion is carried, (or adopted)" or:



"The nos have it, the motion is lost"



The chair also states the consequent action.

RULES GOVERNING A MAIN MOTION

1.
Requires recognition


4.
Is amendable

2.
Requires a second


5.
Requires a majority vote

3.
Is debatable





(Bylaws - 2/3 vote)







6.
May be reconsidered

IMPORTANT POINTS

1.
Only one main motion may be considered at a time.

2.
No motion is in order if it conflicts with the adopted policy of the Chapter, 


such as, Constitution, Bylaws, etc.

ORDER OF PRECEDENCE OF MOTIONS


Fix the Time to Adjourn (when privileged)
     



Adjourn (when privileged) Privileged


Take a Recess (when privileged)



Privileged


Raise a Question of Privilege




UN-DEBATABLE


Call for the Orders of the Day






Lay on the Table









Previous Question (2/3)







Limit or Extend Limits of Debate (2/3)


Subsidiary


Postpone to a Certain Time*







Commit or Refer* 







DEBATABLE












Amend


Postpone Indefinitely


Main Motions*

* Indicates such motion can be amended, although a motion to amend is not in itself always amendable.

Those motions at top of the list take precedence over those beneath them. Those listed as (2/3) require a 2/3 majority for passage.

DEFINITIONS

1.
ACCEPTING a report is the same as adopting it, and should not be confused with receiving a report, which is allowing it to be presented to the assembly.

2.
PENDING AND IMMEDIATELY PENDING. A question is pending when it has been stated by the chair & has not yet been disposed. When several questions are pending, the last one stated by the chair & therefore the first to be disposed of, is the immediately pending. 

3.
A MAIN MOTION is one that is made to bring before the meeting any particular subject. NO MAIN MOTION can be made while another main motion is pending.

4.
A SUBSIDIARY MOTION is one that may be applied to the main motion, and to certain others, for the purpose of modifying them, delaying action upon them or otherwise disposing of them.

5.
PRIVILEGED MOTIONS are such that, while having no relation to the pending question, are of such urgency or importance as to require them to take precedence over all other motions. 
6.
An INCIDENTAL MOTION is one that arises out of another question which is pending and which must be decided before the pending question is decided.

7.
The PREVIOUS QUESTION is the name given to the motion to close debate and at once to take the vote on the immediately pending question and such other questions as are specified in the motions. "I move the previous questions" is the proper form.

8.
A SUBSTITUTE is an amendment where an entire resolution, or section or one or more paragraphs, is struck out, and other is inserted in its place.

9.
A PLURALITY is the largest vote of those cast for 3 or more persons.

10.
A MAJORITY is more than 1/2 of all votes cast, ignoring blanks.

11.
A 2/3 MAJORITY is 2/3 or more of all votes cast.



OTHER INFORMATION

Once the program has been adopted, no change can be made except by a 2/3 vote of the meeting.

An appeal of any ruling of the chair can be made only at the time for the ruling; it requires a second; a majority vote is required.

APPROVAL OF MINUTES

When asking for approval of and/or corrections to the minutes, no motion is required. The Chair states, "If there is no objection, the minutes stand approved as read (corrected).

DIVISION OF THE HOUSE

may be called for without obtaining the floor; it does not require a second, and cannot be debated. It must be called for before another motion has been stated.

IMPROPER AMENDMENTS

Any amendment not germane to the questions being amended is improper. Improper amendments also include those which strike out or insert words which leave no rational proposition before the meeting or is frivolous or absurd.

DEBATE

In DEBATE, members must confine themselves to the questions before the meeting and avoid personalities. Officers should always be referred to by their titles. It is not allowed to question the motives of any members (but the nature or consequences of a measure may be condemned in strong terms). It is not the person, but the measure that is the subject of debate.

When a motion is UN-DEBATABLE, the chair may permit a question or explanation as long as it is pending.

No MOTION or AMENDMENT may be made which is in conflict with the Constitution or Bylaws of the organization, or which is in conflict with the laws of the governmental jurisdictions in which we are located.

An AMENDMENT OF AN AMENDMENT is permitted, but NOT an amendment of an amendment of an amendment.

AFTER AN AMENDMENT has been made inserting or adding words, and the meeting has adopted the amendment, the words cannot be changed or struck out except by a motion to strike out the paragraph, or such portion of it as shall make the question an entirely different one from that of inserting the particular words.

UNANIMOUS VOTE. It is out of order to move a unanimous vote if the Bylaws call for a vote by secret ballot. One negative vote defeats a motion to make an action unanimous. The motion 

"to close the nominations and instruct the secretary to cast a ballot for the nominee (or slate of nominees)" is in order only when there is obviously no opposition for the office or offices and when ample opportunity has been given for nomination from the floor. After a contested election, the motion to "make the vote unanimous" has no legal status, and can be moved only by the candidate next highest in the election just held.

COURTESY VOTES, such as "a vote of thanks to the speaker", the negative vote is not put.

DO YOU KNOW WHAT TO DO?

You wish to:
Then makes this motion:

Introduce new business
Main Motion

Kill the motion
Postpone Indefinitely

Change or perfect the motion
Amend

Have the motion investigated
Commit or Refer

Consider the motion later
Postpone to a Certain Time

Change regulations of debate
Extend or Limit Debate

Stop debate immediately
Previous Question

Lay question aside temporarily
Lay on Table

Return to the order of business
Call for Orders of the Day

Take care of emergency matter
Raise Question of Privilege

Provide for an intermission
Recess

Close meeting now
Adjourn

Continue present meeting on another day
Fix a Time to which to Adjourn 

Reverse decision of chair
Appeal

Allow full and free discussion
Consider Informally

Consider motion by sections, etc
Consider Seriatim (paragraph)

Verify the vote of the assembly
Division of the Assembly

Separate subjects in a motion
Division of Question

Avoid any consideration of a motion
Object to Consideration

Obtain information about the rules
Parliamentary Inquiry

Enforce the rules
Point of Order

Make emergency action legal
Ratify

Change your mind about voting
Reconsider

Allow more nominations
Reopen Nominations

Obtain information
Request for Information

Reverse action taken an another meeting
Rescind

Take up a question not in order at this time
Suspend the Rules

Change your mind about the motion you made
Withdraw

HOW TO MAKE A MOTION

MAIN MOTION:
I move that the Chapter contribute $100 to the Heart Fund.

POSTPONE INDEFINITELY: 
I move that the motion be postponed indefinitely.

AMEND:
I move to amend by striking out $100 and inserting $75.

COMMIT OR REFER:
I move that the resolution be referred to a committee of three appointed by the president.


I move that the question be referred to the Executive Committee with full power.

POSTPONE TO CERTAIN TIME:
I move to postpone the motion to the next meeting.

LIMIT OR EXTEND DEBATE:
I move that at 9 p.m. debate be closed and the question on the resolution is put.


I move that debate on the pending amendment be limited to 20 minutes.

PREVIOUS QUESTION:
I move the previous question.


I move the previous question on all pending questions.

LAY ON THE TABLE:
I move to lay the question on the table.


I move that the resolution be laid on the table.

CALL FOR ORDERS OF THE DAY:
Mr/Madam President, I rise to a question of privilege affecting the assembly.

RAISE QUESTION OF PRIVILEGE:
Mr/Madam President, I rise to a question of privilege affecting the assembly.


Mr/Madam President, I rise to a question of personal privilege.

RECESS:
I move that we recess until 2 p.m.


I move to recess for 10 minutes.

ADJOURN:
I move to adjourn

FIX TIME TO WHICH TO ADJOURN:
I move that when we adjourn, we adjourn to 2 p.m. tomorrow.


I move that when we adjourn, we adjourn to meet at the same time tomorrow evening.
Appendix H Open House – How To

An open house can be a wonderfully rewarding event for your communications center. It is a great way to showcase the center and the hard working professionals that staff the center 24-hours a day. We know that not every communications center is ideally setup for tours and events. Additionally, you must remember to work within your agency's policies and procedures concerning the public and non-employees. Security issues in today's world are a very real factor and must be kept in mind when planning any sort of event open to non-agency personnel. However, we believe that with some creative thinking and thorough planning, an agency can host a successful open house event.


We questioned over 150 communications center directors, who told us many of the ins and outs of a comm center open house. We thank each of those APCO members for providing us with a vital communication stream to the membership.


As with any project, planning is the key element to a successful open house. It is recommended that you start planning your open house weeks - if not months - in advance. Have a schedule of monthly meetings where specific task lists are assigned to team members. Come away from each planning meeting with action items to be completed for the next meeting - really make the meetings count!


Involve your telecommunicators in the early planning process. Getting telecommunicator buy-in and participation with help to ensure that your open house event showcases to the public the hardworking and dedicated public safety communications professionals that serve the community.


Consider making your open house a multi-agency event that highlights the working relationships between law enforcement, fire, EMS and Communications. It can be an excellent venue to display law enforcement vehicles, fire apparatus, helicopters, and mobile command centers. Make it a "Public Safety Day" where your community can learn about the vital life-saving services provided.


One thing to consider early on is whether or not your open house should be open to the public or by invitation only. If the agency opts not to open the event to the public, consider inviting the state senators, congressmen, local dignitaries, members of civic organizations such at the Rotary Club or Kiwanis, family members, a scout troop, etc. Offer your dignitaries the opportunity to speak at your event. It's an excellent opportunity for your hard working telecommunicators to receive a very public thank you.


If you decide to open your event to the general public, it can be promoted in your local newspaper, community magazine, local radio and television stations. You could invite your local radio and television news to broadcast live from your open house. One agency told us that they were able to put an insert into the utility bill promoting their open house. Spread the word!


The majority of the communications center directors we spoke with advocated a time limit on the open house. A several-hour long window can be exhausting for staff. Limit your open house to 2-3 hours. Consider having a special appearance by Red E. Fox, McGruff the Crime Dog or Sparky the Fire Dog. If your agency doesn't own one of these costumes, check with neighboring agencies to see if they loan them out. Have an in-house photographer on hand to take both staged and candid photos. It doesn't have to cost the agency a lot of money. Perhaps you have a staff member or family member with a flair for photography. Capturing highlights on video can be a way of preserving your event to share with others who weren't able to attend the open house.


Prior to your event, "spruce up" your comm center and work areas. Make them as clutter free as possible. Plan for a post-event clean-up crew that will empty the trash and perhaps run a vacuum. Pay close attention to the information that is visible to the guests. Do you have the chief's home phone posted where it could be easily obtained by a visitor? Perhaps it would be a good idea to make sure sensitive or confidential information is "out of reach" until the guests and visitors leave.


Have a staff member assigned as "host" who will keep things flowing and moving. Assign staff not working the consoles and phones to be tour guides, this will allow the dispatchers and call-takers to do their jobs during the open house. Create a script with talking points for all tour guides, this will ensure consistent coverage of items to be shared with the public. Be sure to take into consideration confidentiality issues and know that your tour guides understand what is to be and not to be discussed.


The comm center tour should be broken down into three phases: Before, During and After. Before the tour, have tourists congregate in a training room or multi-purpose room. Here, you can define the comm center tour rules, such as no cell phones, no wandering, explain that the comm center is a quiet zone, instruct to hold questions until after the tour. Use this as an opportunity to toot your horn with call statistics and response generated. Educate your tour-members with CAD demonstrations and explanations of ANI/ALI, VoIP, etc. Don't forget to mention training! Explain to your tour-members that it takes a highly trained individual to staff the comm center they are about to see.


After individuals have visited the comm center, escort them to an area where you can have a question and answer period. Provide hand-outs about your center and 

9-1-1 (stickers, magnets, giveaways, brochures, etc.). Allow for simulated practice calls with children and adults. Perhaps your agency can set up a work station for CAD simulation and use the time as an opportunity to confirm phone number and addresses. A word of caution here - one comm center director told me of a story where their agency checked phone numbers of guests. The address confirmation came up with some sensitive information about the resident - information that would keep a responder safe but might offend the guest. Use your best judgment.


Have you considered using your open house event as an employee recruitment opportunity? Have information available about your agency and its employee benefits available to give to inquiring open house attendees.


Consider offering your attendees a light refreshment after their tour. You may have the monies budgeted for something like this, or, if your agency policy manual allows, consider asking local vendors for open house donations, such as cookies and punch or soft drinks. Be sure that the refreshments area is in a room away from your communications center to avoid a high-priced spill. Also, have cleaning supplies and plenty of paper towels on hand. Have the refreshments table staffed by staff or even staff members' family. Have a comm center guest book available for attendees to make comments about the event.


After your event, have one last and final team member meeting. Discuss the lessons learned. Read through attendee comments in the guest book or from comment cards provided to attendees during the event. Solicit feedback from all of staff concerning the event and compile the information received to use in planning your next event.


Probably the most important tidbit of advice when planning your open house - plan for the unexpected. Remember to be flexible and adapt to the actual circumstances of your open house event. In the end, it will have been a lot of work, but one that should bring an unmeasured amount of success.
Appendix I Chapter Conferences Best Practices

In the spring of 2007, the APCO membership team conducted an online survey about chapter and regional conferences with the hopes of creating a "best practices" document that the local chapters could use in planning chapter and regional conferences. The survey questionnaire link was emailed to chapter officers with the direction to forward it to non-member conference committee members. Approximately 55% of all APCO chapters had at least one respondent to the survey. 

83% of chapters that responded to the survey offer a member-discount to their local chapter or regional conference.

55% of chapters that responded to the survey conduct a post-conference meeting/survey of exhibitors to solicit ideas on how to improve the tradeshow 

92% of the chapters that responded to the survey offer local PSAP tours as part of their conference program

96% of the chapters that responded offer exclusive exhibit hall hours (no competing events or sessions)

What has worked well for registration at local conferences?

· Have an area where persons not pre-registered can fill out registration paperwork. This area should be out of the travel way as not to block up the registration area. 

· Have pre-registered persons information (badge, payment status, etc.) ready to go. We have found each persons information in a separate envelope works very well.

· have a runner in the area is great as it does not take the registration person away from the registration area

· Having qualified people to work the registration desk. Get the right type of person to be greeting all of your attendees. A person that has an outgoing personality, willing to strike up a conversation with anyone works wonders for those having to wait in line for anything.

· Pre-registration helps tremendously whether it is via internet, fax, slow mail.

· The registration form for both attendee and vendor is on our website

· Do as much work as possible to have all material for pre-registered attendees completed. Do not wait to process their paper at the conference.

What has not worked well for registration?

· Do not put together more food events, like dinners or breakfasts, than you need to. The costs are very high and generally the caterers want a guaranteed quantity.

· We failed to register the vendors. We knew which vendors were coming in, but did not register individuals from those vendors. Not only did we need to deal with the onsite attendee registrations but also the individual vendors.

· Having more than one point of contact - for example, we have combined a training conference with the regular APCO meeting, and had a separate registration for the meeting portion, and a different point of contact for the training conference itself, and found that didn't work well. Channeling everything to one place with "menu" selections on the registration form works the best.

What has worked well for the speaker/program at your local conference?

· Have a detailed program published as soon as possible, ideally at least 90 days before the event. This means the key speakers and program outline must be done earlier. On-line call for papers help.

· Speaker ready room to make sure all speakers are ready and provided any assistance they may need.

· Having an Audio/Visual person from the chapter work with the Program Chair to make sure each room is set up with the proper AV equipment needed for the session. The AV person also checks each room with the speaker as the session begins to make the AV equipment is working properly. This has been a real help to eliminate AV problems and the loss of speaker time associated with them. 

· Make sure any changed and/or cancelled session are provided to attendees as soon as they are known and in a forum that will reach everyone.

· Balance between dispatch and management topic offerings on program schedule

· Be willing to pay for professional speakers

· Multiple training tracks attract a greater number of attendees

· Standby or backup speakers in the event of cancellations

· Have volunteer assigned to each room in the event of a/v failure, etc. 

· Know what you will offer speakers and apply this across the board (free registration, complimentary hotel rooms, etc.).

What has not worked well for the speaker/program at your local conference?

· Avoid "over using" certain speakers

· Avoid commercial sales pitches in sessions presented by commercial vendors

· Avoid empty rooms - Scheduling too many tracks in proportion to the number of attendees 

· Avoid spreading the session rooms out around the hotel or convention center - keep the rooms in close proximity

What has worked well for the exhibitors/tradeshow at your local conference?

· Exclusive exhibit hours

· Well planned and limited hours - quality time VS. quantity time

· Presenting reception and/or breaks in the vendor room

· Early bird discounts for booth space rental

· Make sure exhibit hall is secured at all times when hall is closed

· Plenty of trash cans in aisles, or attendees will place trash (cups, napkins) on exhibitor booth counter areas

· Specific and enforced set-up and teardown hours

· Commercial member functioning as exhibit chair

What has not worked well for the exhibitors/tradeshow at your local conference?

· Too many days and too many hours for exhibitors - nothing is worse than an empty exhibit hall with the vendors standing around talking to each other

· Evening exhibit hours that prohibits vendors from taking customers to dinner

What has worked well for the sponsor program at your local conference?

· Flexible options and costs in sponsoring 

· Signage recognizing the sponsors

· Advertising on website to recognize sponsors and to drum up new sponsors

· Co-sponsorship, allowing one or more companies to share in the cots

· Verbally recognizing the sponsors during events, opening and closing meetings

· Include sponsor logo and "thank you" message in conference program

· Contact potential sponsors early so they can budget for it

What has not worked well for the sponsor program at your local conference?

· Providing member emails to sponsors

· Waiting until the last minute to contact potential sponsors

· Spelling the sponsor's name wrong in the program or on signage

· Multiple sponsors for the save item/event - avoid confusion in recognition

What has worked well for the social activities at your local conference?

· Themed parties and dress events (luau, Gilligan's Island, disco, casino, etc)

· PSAP tours

· Hospitality room provided each night of the conference

· Entertainment, fun, decorations in the hospitality room

· Buffet in vendor area

· Professional baseball game

· Murder Mystery with heavy hors d'oeuvres

What did not work so well for social activities at your local conference?

· Loud music preventing social networking (too loud to have a conversation)

· Outdoor events without a back-up plan for bad weather

· Last minute changes to schedule

· Dances and Karaoke

· "big" event the last night (attendees leave to travel home without staying for event)

What has worked well for housing at your local conference?

· Room rate under $100

· Choose an attractive destination (resort, beach)

· Negotiate everything

· Walk-thru hotel to see sleeping rooms, meeting rooms, etc.

· Hotel/meeting room facility without competing events during your conference

What did not work so well for housing at your local conference?

· Room blocks with excessive guarantees

· Housing split between multiple hotels

· Needing a room large enough to accommodate the number of vendors resulted in higher priced sleeping rooms

What types of venues and activities did your attendees seem to enjoy most?

· Murder Mystery dinner theatre-style entertainment

· Awards banquet and presidential reception

· Visit to a local historical firehouse

· Themed events that do not require special dress

· Fun contest with prizes (hula hoop, limbo, etc.)

· Golf tournament

· Ice cream social

· Dinner cruise

· Baseball game

· Local cultural activities

What has worked well for the volunteer program at your local conference?

· Team leaders that are energetic and enthusiastic

· Discounted conference registration fees

· Recognition (t-shirts, preferred seating at banquet)

· Highly trained volunteers that know why they are there 

· Detailed volunteer schedule

· Non-member volunteers

· Walk-thru of facilities so they know the layout of the land (meeting rooms, restrooms, vendor hall, etc.)

· Designated volunteer photographer at each event

· Include volunteers in the planning process

· Check in area for volunteers

· Clear objectives and outline of duties

· Floater volunteers that can be a runner or fill-in for no-shows

· Thank your volunteers

· Avoid over scheduling particular individuals

What pitfalls/things to avoid when presenting a conference?

· Hidden charges on the hotel bill. Make sure you understand all charges before your conference, ask your hotel staff lots of questions before signing the contract.

· Avoid "honorary" selection of committee chairs. These positions need dedicated members that are not afraid of hard work.

· Don't lose track of your budget. Plan a budget and stick to it. 

· Don't loose your cool. Planning and executing a conference can be a very stressful event. 

· Don't overbook expensive meal functions. Many attendees "skip out" to experience the local flavor of your host city.

· Don't wait until the last minute to publish a detailed schedule. Your potential attendees need this to convince their boss to send them to your conference.

· Check the APCO calendar and with neighboring chapters to avoid an overlap of chapter and regional conference dates. This affects your attendee participation, as well as available sponsorship dollars and exhibitor participation.

Each APCO Chapter is unique. A "one size fits all" approach does not apply. Chapter Officers must keep their finger on the pulse of their chapter to gauge the interests and satisfaction of their members concerning activities involving professional development, social networking and grassroots involvement. Don’t be afraid to try something new.
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