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INTRODUCTION

ln late 2009, Chapter 36 approved new By-Laws by which the Chapter operates based on the
requirements as set forth by the lnternational Right of Way Association. Chapter 36 decided that in
addition to the By-Laws, itwould develop an operating manualfor the Chapter which would include
detailed descriptions of the duties and responsibilities of each Chapter Officer and Committee
Positions as a guide for present and future Executive Board Members.

The Chapter further wished to track the approval of all Board motions which would affect
Chapter operations or which could potentially require an amendment to the Chapter By-Laws.
Beginning with the June 2010 - May 2011 year and annually thereafter, Chapter 36 will track
the approval of all motions made and approved by the Board which affect or alter the Chapter
bylaws, Chapter operations or expenditures of Chapter funds.

RATIFICATION

This is to ratify and confirm that by a majority vote of the Executive Board for North Texas
Chapter 36 of the lnternational Right of Way Association, this Policies and Procedures Manual /
Update was approved as the document by which Chapter 36 will operate. The duly elected
Secretary and President of Chapter 36 hereby confirmation by their signatures below that the
Policies and Procedures listed herein were voted and approved by a quorum of the Executive
Board at a regularly scheduled Chapter 36 Board Meeting on the 12n of June. 2018.

Signature:

By: Kim Hiebert

Chapter President

Signature:

By:

Chapter Secretary
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Section 1: Chapter Mission 
 
Chapter 36 Mission Statement 
 
The mission of Chapter 36 is to unite the efforts of its members to individual development by 
providing a forum for the exchange and advancement of ideas, education courses and 
seminars, and the administration of the International Right of Way Association's (IRWA) 
professional development programs. 
 

Core Values 
 
• Professional Development achieved through lifelong learning. 

 
• Providing a Community to people in the right of way industry that fosters excellence in 

Professional Growth and Opportunities. 
  

• Adherence to the highest standards of Ethical Practice. Providing 
Quality Services to all our Stakeholders. 
 

• Responsible Stewardship of the Association's Financial Resources. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Section 2: Chapter Governance 

 
Executive Board 
 
The Chapter Executive Board shall consist of the President, Vice President, Secretary, 
Treasurer, One Year International Director, Two Year International Director, and Chair of the 
Professional Development Committee (PDC). 
 
As for the PDC committee, should the Committee Chair be unable to attend an Executive 
meeting and vote on an issue before the Board, a member of the PDC Committee may vote in 
his/her absence. 
 
The President may establish additional committees as he/she feels necessary for smooth and 
efficient operations of the Chapter.  The Committees will have a voice at the board meetings 
but do not have an official vote at the Executive Board level. 
 

Voting Quorum 
 
A quorum is the minimum number of Executive Board members who must be present to 
conduct Board business and vote on motions made by Board members. Chapter 36’s voting 
quorum shall be defined as a majority of the Executive Board members. The quorum shall 
include at least four (4) elected Officers, one of whom shall be either the President or the Vice 
President. 
 
The Executive Board consists of seven (7) voting positions.  The minimum number of Board 
Members necessary to constitute a majority would be four (4) Board members. 
 
The President or Director shall determine the presence of a quorum prior and state so prior to the 
start of any Executive Board meeting. 
 
Board Duties 
 
The role of the Board will be to set policies and to encourage the advancement of the Right of 
Way Association through education and personal advancement of its membership keeping in 
mind the purpose, core values and mission statement of the International Right of Way 
organization. 



The Board will:  
 
 Set annual priority policy areas centered around the strategic plan 

 
 Identify and decide on the organization’s involvement in new or emerging issues; and, 

 
 Make decisions where changes to the existing policy are proposed to be changed. 

 

Conflicts of Interest 
 
Board members may encounter conflicts of interest when participating in the decision making 
process, as other professional or personal roles intersect. Potential areas where a conflict of 
interest may arise include: 
Appointments of committee/officer positions 
Decisions regarding proposed projects 
Representing the organization in other forums or in the press 
 
In general, a conflict of interest can be said to arise if: 
It is likely that the performance of a person’s duties as a Board Member could be prejudicially 
influenced by that person’s other interests (private, personal or professional), or that a 
reasonable person would believe that the person could be so influenced; or 
If a person’s participation in the Board could be prejudicially influenced by the interests of the 
organization the person is representing, or that a reasonable person would believe that the 
person could be so influenced. 
 
Chapter 36 expects Board members to be mindful of potential conflicts of interest (or the likely 
perception of a conflict), and declare a conflict of interest before it arises. Appropriate action 
can then be taken in consultation with colleagues. A Board Member will be expected to 
withdraw from a particular issue or discussion if it presents a conflict of interest. Minutes of the 
meeting should reflect the conflict of interest and the Board member's withdrawal. 
 

Election of the Executive Board 
 
The process for the election of the Board is set out in detail in the Chapter's Bylaws. 
 

Removal of Board Members (during term of office) 
 
Any voting member of the Board may be removed from office and membership on the Board 
for cause including misconduct, negligence, or failure to properly discharge his or her 
prescribed and appropriate duties, provided that, as directed by a simple majority vote of the 
Board, thirty (30) days written notice is first given to the deficient Board member citing the 
cause for which removal is ordered, and the deficient member does not rectify the deficiency in 
performance or conduct to 



the satisfaction of the simple majority of the voting members of the Board within the thirty (30) 
day period. 
 
As such removal proceedings and discussions, actions, or motions related thereto shall be 
conducted in closed sessions, and copies of any correspondence or documents arising 
therefrom, shall be maintained in a confidential file. Such minutes shall not be published along 
with the minutes of regular or other meetings of the Board and any other pertinent documents 
shall not be disseminated or made public in any way. 
 

Board Meetings 
 
The President shall call and chair the Board meetings. Notification of Board meeting can be 
made via phone, regular mail, email or Chapter website and require a minimum of one week 
notification whenever possible.  Special called meetings are authorized but no action may be 
taken without meeting the Chapter Quorum requirements. 
 
The President may, in an emergency or for expedience sake, request a vote on a motion by email. 
A motion will be considered passed, by affirmative email response of a simple majority of the 
Executive Board members. 
 
The President shall prepare an agenda for all meetings. This will ensure proper allocation of 
time and ensure that the inclusion of all issues is clear. 
 
The Secretary shall take minutes at each meeting and ensure that each member in attendance 
at the meeting receives a copy for review and correction purposes. After all corrections have 
been made or agreement that approval is subject to a change, the Executive Board shall vote 
to approve the minutes of each meeting. Approval of the minutes should occur no later than 30 
days from the date of the Executive Board meeting.  Copies of Board meeting minutes shall be 
posted on the Chapter website and a hard copy or an electronic version maintained for seven 
years. 
 
Except as otherwise specifically provided in the Chapter 36 Bylaws, Robert's Rules of Order are 
hereby adopted as the rules for the procedure and conduct of all Chapter meetings and its 
Executive Board and Committees. 
 

Special Appointments 
 
From time to time special tasks arise whereby additional manpower is needed to augment the 
Board. The President may assign to any member in good standing special duties and/or 
functions.



Section 3: Financial Management and Administration 
 
Record Management 
 
The Chapter Treasurer is responsible for the development of an annual budget, maintaining 
financial records and reporting as required by Headquarters.  All financial records are kept for a 
minimum of 7 years. Part of the Duties of the Treasurer will be to prepare an annual report: for 
Headquarters as required by the Internal Revenue Service. The Treasurer will use Quickbooks 
or any other software program mandated by Headquarters as his/her income/expense data 
entry tool. 
 

Signatures 
 
One signature is required for all checks and electronic funds transfers. The treasurer is 
responsible for ensuring that proper documentation (i.e. check request, receipt) accompanies 
each check. 
Those authorized to sign checks on behalf of the Chapter may include:  
President 
Treasurer  
 
Check Requests are required as backup documentation for checks.  If a check request exceeds 
$600, the President must sign off on the check request.   
 

Bank Accounts 
 
The Treasurer is responsible for ensuring all bank records are reconciled on a regular basis. 
He/she should prepare financial reports prior to each regularly stated board meeting. 
 

Budgetary Process 
 
As requested by the President, the Treasurer may be asked to draft an operating budget for the 
Chapter to serve as a guide for future revenue and expenses incurred during the year. The 
budget will be reviewed by the Board at its first meeting of the fiscal year and again at regularly 
scheduled Board meeting. 



Section 4: Committee Structure / Duties 
 

IRWA (Headquarters) By-laws require each Chapter to establish and maintain three standing 
Committees: 1) Education, 2) Professional Development (POC), and 3) Nominations and 
Elections.  Chapter 36 has elected to add the Membership Committee, the Program 
Committee, the Newsletter Committee, Advertising Committee, Website Committee, Young 
Professional Committee and the Historical Committee as additional standing Committees with 
the Committee Chairs' having a voice but no voting rights on all Executive Board issues. 
 
The President shall have the authority to appoint additional Committees as needed.  Such 
Committees could include but not be limited to Pipeline, Transportation, Local Public Agency, 
Utilities, Valuation, Survey and Engineering, Relocation, Asset Management, Ethics, and 
Environmental. 
 
A description of each committee is shown on the following pages and will be updated as 
needed. 
 

 
  



Education Committee 
 
The Education Committee shall be comprised of three members who are able to give the 
chapter a commitment of three Education Committee service years.  The Incoming Chapter 36 
President appoints one member to the Education Committee at the beginning of his 
presidential term. The appointed member will serve as the Year 3 Education Committee 
Member.  Then, after the completion of the fiscal year term, the member will move up to serve 
as the Year 2 Education Committee Member.  After the completion of the Year 2 term, the 
member will become the Education Chair.  If any Education Committee Member is unable to 
complete his three year commitment, the current Chapter 36 President shall appoint a 
replacement for the Committee Member’s term. 
 
The Education Committee is tasked to provide educational opportunities of IRWA’s course 
offerings, especially those courses that have no online alternative.  The Education Committee 
shall work closely with the Professional Development Committee (PDC) to ensure that Chapter 
members have the opportunity to take courses needed for candidacy requirements and goals.  
Moreover, the Education Committee shall work with Region 2 and its respective chapters in 
selecting courses that will be offered in order to ensure proper balance of courses relative to 
other offerings in the geographic region.   
 
It is at the Boards discretion; however, it is highly encouraged that a Chapter sponsored class 
not be cancelled due to low attendance or even at the risk of financial loss, in order to build 
and maintain the trust of the members that courses will be offered as scheduled. 
 
A $75 late registration fee will be imposed for class registration after the posted deadline; 
however, the course coordinator may waive the late fee at their discretion.   
 
Beginning a few years ago, the chapter began offering discounts for course registration for 
courses offered by our chapter.  Our membership receives a 25% discount on Chapter 
sponsored courses.  Our YPs and Retired members receive an additional discount of $50 off a 
1-day course and $85 off a 2-day course. 
 
Each month, at the Boards discretion, a free class certificate can be awarded at the luncheon 
for a one or two-day day class.  This is typically done by drawing a business card collected in 
a bowl at the check-in table.   
 

Duties and Responsibilities 
 
Education Committee Division of Tasks 
 
The Education Chair is responsible for overseeing the duties and responsibilities of the 
Education Committee.  The Chair may delegate authority among the Education Committee 
Members in order to create a manageable workload, as well as foster a succession planning 
sequence for the Year 2 and Year 3 Committee Members. 
 
The Education Chair shall mentor and assist all Education Committee Members in their 
specific duties to help ensure ongoing development of experienced and knowledgeable 
Education Committee leadership.    
 
The Education Chair shall review, sign, and submit all Course Sponsorship Marketing 
Agreements (CSMA) to IRWA HQ.  This requirement is mandated by IRWA HQ. 
 
 
 



The Education Committee may elicit assistance with the duties, such as promoting courses 
and serving as a Course Coordinator.  However, ultimate responsibility of all Education 
Committee duties is with the Education Chair and the Year 2 and Year 3 Members.   
 
The Education Committee shall maintain its own specific operations protocols, procedures, 
and checklists to maintain consistency and quality in course offerings.  These items may be 
amended by the Education Committee on an as-needed basis.   
 
At the end of the fiscal year, the Education Chair shall provide electronic copies of the year’s 
Education records to the Chapter Historian for archival by August 1st of the year.   
 
Course Coordination 
 
All Education Committee members are required to complete the Certified Course Coordinator 
training program offered online by IRWA HQ.  Additional Course Coordinators may assist the 
Education Committee in course offerings, with preference given to active Board Members 
expressing interest in serving as a Course Coordinator.  However, all persons serving as a 
class Course Coordinator must have taken and passed the IRWA Certified Course 
Coordinator training program.  Course brochures shall have an Education Committee Member 
listed on it as the point of contact, even if a non-committee Course Coordinator will monitor 
and attend the actual class.  The listed Education Committee Member shall work with the non-
committee Course Coordinator in monitoring enrollment, ordering materials, acting as an 
information resource for course implementation, and ensuring proper course credit paperwork 
is submitted to IRWA HQ and other education credit agencies, if applicable.  
 
Education Planning 
 
The Education Chair shall submit an Education Report Form at the Region 2 Winter 
Forum/Spring Forum.  This report will set out the anticipated course offerings for each quarter 
of the year.   
 
To assist in effective education planning, Education Committee Members should consult with 
the PDC and Membership Committee Chairs about courses needed to satisfy members’ 
designation and certification plans.  The Education Committee shall plan courses for the next 
three (3) years as follows: 
 

 Year 1: Schedule specific class dates, course instructors, and site locations at least 90 
days before the class is to be held.  Negotiate and execute Instructor Hiring Letter and 
submit it with the Course Sponsorship Marketing Agreement (CSMA) to IRWA 
Headquarters.   

 Year 2-3: Plan future tentative course offerings and coordinate with the Region 2. 

Implementation of Education Offerings 
 
Promotion: Education Committee Members should market active courses, including but not 
limited to the following:  

 Making announcements at Chapter luncheons 
 Requesting course information be put on the Chapter 36 website 
 Requesting Chapter 36 and Region 2 eblasts be sent out to the membership to 

advertise courses 
 Using candidacy lists to contact members needing a current course offering for 

credentialing purposes. 



 
Order Course Materials: Materials should be ordered in accordance with IRWA HQ guidelines 
that will not incur a late fee or rush charge for delivery. 
 
Registration: Establish and implement a plan for course registration, tracking all registrations 
with consideration of facility capacity and quantity of materials ordered.  Close registration 
through IRWA HQ when capacity is reached. 
 
Confirm Instructor and Facility: Two weeks prior to the specific course offering, contact the 
scheduled instructor and facility representative to confirm the course details. 
 
Prepare Other Continuing Education Credit Forms: If applicable, prepare Appraisal Institute 
(AI), Texas Real Estate Commission (TREC), and Continuing Legal Education (CLE) credit 
forms and distribute at the course offering.  Coordinate with the appropriate representative to 
apply for continuing education credit for qualified course participants. 
 
Coordinate Refreshments:  Ensure that Course Participants are provided with a comfortable 
learning environment, including refreshments and information on eating options for lunch 
break. 
 
Course Summary: Course Coordinators are to generate a Course Summary for the applicable 
course that consists of: 1) names of class participants, 2) tuition amount paid, 3) means of 
payment, 4) course expenses, and 5) overall calculation of profit/loss. This summary is to be 
presented to the Education Chair so that the Chair may then provide it the Treasurer.  This 
report may also be presented to the Board.  
 
Canceled Courses:  Courses should be canceled only as a last resort.  IRWA HQ must be 
notified of the class cancellation.  Any registered participants should be notified and refunds 
arranged.  Proposed cancellations should be approved by the Chapter 36 President prior to 
cancellation. 
 
Site Locations: New course site locations should be inspected prior to scheduling a course. 
The Education Committee should use a geographic variety of site locations throughout Dallas-
Fort Worth area. 
 
Track Education Finances:  The Education Committee should prepare an Education Budget 
for the fiscal year.  The Education Committee should track actual income and expenses for 
each course offering and for the overall education program, year to date.  The Committee 
should coordinate with the Chapter 36 Treasurer to reconcile the Education financial report 
which should be updated and presented to the Chapter 36 Board after each month that a 
course is held. 



Professional Development Committee (PDC) 

The PDC shall consist of three members, each of whom shall be elected for a three year 
term. Each member, if not currently SR/WA designated, should be an SR/WA candidate or 
possess an IRWA Discipline Certification whenever possible. The Chairperson shall have 
attained the SR/WA designation prior to becoming Chair. 
 
The role of the PDC is to ensure the professional development of the membership through 
advancement as candidates for professional designation and/or certification and to ensure 
proper applications. The PDC is encouraged to work closely with the Education Committee to 
offer course work needed by the members who are seeking designation or certification. 
 

Duties and Responsibilities 
 
The PDC Chair shall process all applications received for SR/WA and R/W Certifications, 
schedule Committee Meetings to review all applications, contact applicant members, as 
needed, to obtain application revisions or additional documentation to process applications, 
and upon majority approval by the Committee, submit the completed application to 
International for processing and approval. 
 
The PDC Chair shall prepare a short, written report for each Board meeting containing recent 
activity of Committee and recognizing any new candidates and new SR/WA/Certification 
recipients. The PDC Chair may delegate responsibilities to the other PDC Committee 
members to help ensure ongoing development of experienced and knowledgeable Committee 
leadership. 
 
For the annual Chapter Board meeting in May, the PDC Chair shall prepare a summary 
report showing the number of new Designees and Certificants, the number of new approved 
candidates, the number of Recertification’s, and the number of new applicants for the 
preceding year.  A copy of this report along with other PDC documents and information for 
the year shall be placed on a disk or thumb drive and given to the Historian for archival by 
August 1 of each year. 
 

The PDC Committee members shall mentor applicant/members who require assistance with 
educational plans in achieving their training goals, coordinate with the Education Committee 
to plan Chapter educational courses needed by Chapter members to complete their course 
requirements. Additionally, advertise the benefits of SR/WA Designation and R/W 
Certifications to Chapter members once or twice a year through newsletter and web articles. 
 
The Chapter at lunch meetings offer recertification credit for those attending the lunch 
meeting. The PDC Committee will have available the necessary recertification credit form at 
the meeting and will manage and maintain all required paperwork and forward any verifications to 
Headquarters. 
 
The PDC Committee member shall order appropriate plaques/pins/name badges for 
SR/WA/Certification presentations, have ready for presentation at Chapter meetings and 
make presentations of certificates, plaques, pins and name badges at monthly Chapter meetings 
 
 
 
The PDC Committee shall initiate/maintain contact with regional counterparts through region 
seminars and that annual conference and report to the Chapter members any proposed 
changes to the designation or certification requirements that may affect Chapter members. 
 



The PDC Committee shall at all times, promote membership and participation in the Chapter as well as 
the highest ethical and professional standards. 



Nominations and Elections Committee  
 

The Nominations and Elections Committee shall consist of: 1) The immediate Past President 
(2-Year Director) who serves as Chair, 2) A member selected by the Executive Board, and 3) 
A member elected at-large from the membership at a lunch meeting. With the exception of 
the Chair, members of the Executive Board are not eligible to serve on this Committee. The 
role of this Committee is to identify and interview potential candidates for the Chapter's 
elected positions.  The slate of officers shall include: 
• President 
• Vice-President 
• Treasurer 
• Secretary 
• 2 Year International Director 
• 3 Year Professional Development Committee member 
• Any vacated Officer, Director, or PDC position 

 
The Committee shall be established in February of each year and present to the Board and the 
general membership its recommended slate of officers at the April Board/Lunch meeting. The 
Chairperson is responsible for collecting the biographies for all the nominees which will be 
published in the May Newsletter. 
 

Duties and Responsibilities 
 
The Committee shall conduct the election process at the May meeting according to IRWA 
standards.  The Committee will also accept nominations for elected positions from “the floor” 
from the general membership.  In the case of multiple candidates for a position, a written 
ballot voting process will be used. The results will be immediately announced to the 
membership. 
 
At the end of the year, the Committee Chair shall put copies of the records for the year on a 
disk or thumb drive and provide it to the Chapter Historian for archival by August 1st of each 
year. 
 
The Committee shall order pins from Headquarters for incoming President and Past 
President and have ready for presentation at the June installation meeting. Order Past 
President plaque, engraving from local vendor and have ready for presenter at the June 
installation meeting.  The newly elected officers shall be installed at the June Meeting. 
 



Membership Committee 

 
AS AN INCOMING MEMBERSHIP CHAIR, YOU WILL NEED TO DO A FEW THINGS: 

Give Headquarters  your contact information including email and phone number  
Contact the IRWA Chapter 36 website administrator with your contact information. This 
will ensure you receive all membership questions and pending member applications. 
Give the newsletter editor your contact information including a head shot if you like. 
The headshot will be used in the monthly newsletter on the membership page. 
Call Trophy Arts (817-336-4532) and give them your contact info. Trophy Arts 
produces the name badges for the members. Another imprinting company can provide 
these items; however, Trophy Arts has the IRWA template.   
 
MONTHLY DUTIES INCLUDE: 
 
 As membership chair, you will receive pending member notices and applications. 
These will either come from the Chapter 36 website or from HQ. If you receive an 
application from the Chapter 36 website, please forward to HQ for processing. 
Additionally, you will need to check the pending member roster on the IRWA website 
(irwaonline.org). You will need to log on the website using your username and 
password and follow these links (Leadership Resources/Chapter Membership 
Chair/Chapter Statistics and Reports/Pending Member Roster/Chapter 36). 
At the Chapter 36 board meeting each month, you will present the pending members 
and current membership count to the board. This is typically done with a handout. The 
board will then vote on the pending members to approve or not approve them. 
Once pending members are approved, you will need to do the following. 
 
 Email HQ and let them know to move pending members to regular members 
 Order a name badge for each approved member (Trophy Arts – 

info@trophyarts.com – 817-336-4532). They will mail badges to you for 
distribution at the next monthly meeting. 

 Add approved pending members to the Chapter 36 website. Log on to 
http://www.irwachapter36.org/admin/  with the Chapter’s Username and 
Password. Click the member admin tab and enter information by clicking the Add 
tab. 
 

QUARTERLY DUTIES INCLUDE: 
 
Reconcile Chapter 36 membership count with Headquarters. Request a current 
membership roster from HQ and reconcile against Chapter 36. 
ANNUAL DUTIES INCLUDE: 
 
During the fourth quarter of each year, HQ will send out membership renewal notices. 
Beginning in November you will receive an “unpaid list” of Chapter 36 members that have not 
renewed. As membership chair, you will need to contact these members individually and as a 
group. As a group, you can send out an email blast. Individually, you will likely need help. 
Each year several board and committee members have volunteered to contact up to 10 
“unpaid” members.  
During the membership renewal period, the membership chair will have “membership 
incentive” programs to encourage members to renew by the annual Christmas party and 
before the end of the year. Incentives are up to the discretion of the membership chair and the 



Chapter 36 board. The membership chair will need to announce the incentives to the general 
membership in a timely manner. 
Each year at the International Conference, the president will give a presentation of how the 
Chapter is functioning. The membership chair will need to provide renewal numbers and other 
information for this presentation. 
 
GENERAL NOTES: 
 

 At each monthly board meeting, bring a couple of blank membership applications in the 
event that someone wants to join. 

 Throughout the year, you will have several members of the chapter that would like to 
order a name badge. Be sure when ordering badges, you ask if the member has a 
certification or is an SR/WA. Currently there are three badge colors: 

1. Blue – Regular Members 
2. Green – Members that have a certification (RW-AC, R/W – NAC, etc.) 
3. Red – Members who obtained the SR/WA designation. 

 When adding new members to the Chapter 36 roster, the initial password is the 
members first name followed by 01. Example, Karen01. 



Programs Committee 

The President shall appoint a member, or two members, as the Program Committee Chair or 
Co-Chairs.  The Committee is responsible for securing speakers of the highest caliber 
thoroughly versed in their selected topic to ensure quality presentations, meeting facilities, 
caterers/restaurants, set-up of the room and presentation equipment for monthly luncheon 
meetings and other events as necessary.  The Program Chair may add additional Committee 
members, approved by the President. as needed. Luncheon meetings are generally held on 
the second Tuesday of the month at 11:30 A.M. Chapter 36 holds 10 meetings per year with 
no meeting in July or August. 
 
 
Duties and Responsibilities 
 
The Program Committee Chairs shall prepare a short written/oral report for each Board 
meeting announcing dates, locations and any news about topics or speakers for the 
upcoming meeting. 
 
The Program Committee shall provide a written or emailed report to the newsletter editor by 
the 15th of the month, which includes 1) meeting venue (name and address) 2) Lunch Menu  
3)Price  4) Speaker and topic  5) Speaker Bio. 
 
The Program Committee should contact the venue Friday afternoon or Monday morning, 
depending on the venue, with a final head count/guaranteed number and the coordination of 
invoicing of and payment for all luncheon meeting expenses. 
 
Whenever possible, luncheon costs should be covered by the advanced registration fee of 
$20.00 such that no money is lost in holding the luncheon meeting except for new guests, 
speakers and award recipient’s lunches which are typically free. Late registration fees are 
$25.00.  These luncheon registration fees are subject to change at the discretion of the 
Board.  Traditionally the Christmas luncheon is $25-$30 depending on the venue. 
 
Decisions on cancellations due to inclement weather shall be made by the Program Chairs 
and the President. If at all possible, cancellations should be made the day before the meeting 
or seminar (to save distant travelers from coming to town). Chapter meeting cancellations can 
be done by mass email when possible. 
 
The Program Committee shall formally survey the membership at least once a year as to 
topics of interest.  This survey can be performed via a handout sheet at the spring seminar, 
via email or any other method that will garner ideas and direction for program subject matter.  
 
The Program Committee should informally survey the membership on a continuous basis at 
hospitality suites, business meetings, seminars, education courses — wherever you see 
members and research the membership rosters regularly for shifts in demographics, 
analyzing the job and professional interest of the members to tailor seminar programs to suit 
and rotate subject matter so as not to repeat the same topics. 
 
At the end of the year, the Committee Chair shall put copies of the records for the year on a 
thumb drive and provide it to the Chapter Historian for archival by August 1st of each year. 
 

 

Newsletter Committee 

Duties and Responsibilities 
 



The President shall appoint a member, as Newsletter Editor, to oversee the production of 
the Chapter newsletter. The Newsletter Editor is responsible for preparing the Chapter’s 
monthly newsletter. The Editor is responsible for reviewing and editing all content submitted 
for timeliness and worthiness for inclusion in the Chapter’s newsletter. 
 
The newsletter editor should work with the advertising chair and website chair to ensure 
advertising sponsors and job postings are current. 
 
The Executive Board members and Committee Chairs shall provide to the Editor Committee 
updates and any other newsworthy information by the fifteenth of each month.  Upon 
completion of the monthly newsletter the Editor shall submit it to the Board for review prior 
to sending it to the membership via email. The newsletter should be sent out on the 1st of 
each month so that the information contained within will be available prior to the luncheon.  
The newsletter should be incorporated within the Chapter website each month.  To send the 
newsletter and to publish the newsletter on the Website, the Newsletter Chair should 
coordinate with the Website Chair who is responsible for all email blasts.   
 
The Newsletter Chair may add additional members to the committee as needed to create 
the monthly Chapter newsletter. 

  



Historical Committee 

The Chapter Historian is responsible for collecting and maintaining all historical records for 
the Chapter.  The Historian shall coordinate the safe storage of all Chapter historical 
information.  The Historian shall present to the Board options for providing electronic offsite 
data storage and backup of Chapter historical documents and memorabilia.  The Board 
selects a contractor, the Historian will work with the contractor to insure safe offsite storage 
and backup and retrieval of historical information including documents, photographs, 
newsletters etc as requested by the Board. 

The Historian should be available to take photographs at the luncheons and Chapter events.  
Should the Historian be unavailable to take photographs, they should coordinate with another 
member to do so at the event. 

The Historian will annually coordinate with other Board and Committee members to acquire 
their thumb drive by the end of August and is responsible for updating the Chapter 
Bylaws, and Policies & Procedures Manual when needed by soliciting each Board Chair 
member to review and amend the sections that pertain to their role.  Revisions should be 
reviewed by the Board and implemented by majority vote.  Revised copies shall be dated 
and signed. 
  



Young Professional Committee (YPs) 
 
The YP Chair is responsible for complying with individual Chapter’s structure and Bylaws, as 
well as, leading the Young Professionals in educational and social standards.   
 
 Promote education, ethics, and encouragement. Create a trusting atmosphere to allow free 

flowing questions and professional bonds to form within the Chapter YP community. 
 
 Coordinating the annual budget with the President/Treasurer in line with past YP budgets 

and expenses.   
 
 Handle the financial aspects of the YP budget and organization including but not limited to: 

social events and educational events. 
 
 Establish goals (events) for the upcoming year. 
 
 Plan, organize, coordinate, and carry out goals(events) 
 
 Attend all board meetings and involve yourself with the regular operations of the Chapter. 
 
 Promote events at Chapter luncheons, social media, newsletter updates, email blast to the 

YP group email and the region. 
 
 Send timely updates to Newsletter Editor Chair for upcoming events and details of prior 

events. 
 
 Assist the Region in planning, preparation, and participation for the Region 2 Refresher 

Seminar at College Station.   
 
 Be a liaison to the region and International organization and attend/assist with any events. 
 
 Attend all YP geared events at the IRWA Annual Conference Seminar. 
 
 Transfer all files to incoming YP Chair. 
 
 
Ideas of Events and Campaigns: 
 
Happy Hours  
Educational Luncheons  
Sporting Event Game Outings  
Golf Tournaments 
Whirly Ball 
Top Golf 
White Elephant Gift Exchange 
  



Website Committee 
 
The Website Chair is responsible for: 
 
 Keeping information on the Website current and accurate 

 
 Updating photos and bios of the Board and ensuring the email links are accurate 
 
 Posting announcements, events, job postings,  
 
 Keeping sponsor information current and working links to their websites 
 
 Posting chapter meeting minutes and newsletters each month 
 
 Sending email blasts to the membership for luncheon registrations, seminar and event 

registrations as well as other important announcements that have been approved by the 
President 

 
 Submitting check requests to Treasurer for payment to the Chapter’s website vendor which 

is currently Star Chapter. 
  



Marketing and Advertising Committee 
 
The President shall appoint a member, or two members as the Marketing and Advertising 
Committee Chair or Co-Chairs.  The duty of the Marketing & Advertising Committee (the 
“Committee”) is to offer space on both the Chapter 36 website and newsletter for advertising 
space that meet certain criteria and are relevant to the right of way industry.  The criterion for 
the advertising space is outlined more specifically in the Advertising Agreement but is basically 
a “business card” size space.  The purpose of raising funds is to cover the cost of the Chapter 
website.  The advertisement space is available for an annual fee which is determined by the 
Board.   
 
Duties and Responsibilities 
 
 Promote and recruit advertisers 

 Prepare and send invoices, advertising agreement and rate card in the 4th Quarter of each 
calendar year 

 Track payment and Advertising Agreement received from advertisers 

 Prepare invoice report for board meetings with updates on payments  

 Send checks to Treasurer for deposit in Chapter’s bank account 

 Coordinate with the newsletter and website chairs regarding the placement of ads in the 
newsletter and the website  

 Coordinate the removal of ads when payment is not received or request is made for 
removal 

 At the end of the chapter’s business year, provide the new committee chair with copies of 
the templates for the invoice, rate card, advertising agreement, report, letters and latest 
contact information for current advertisers.  

 
  



Scholarship Committee 
 

Chapter 36 offers multiple Donald J. Sherwood scholarships each year. The number of 
qualifying applicants and the Chapter 36 budget may from time to time cause the number of 
scholarships and the amount awarded to vary. The Board shall approve, prior to the start of 
the yearly Scholarship process, the total amount of scholarship dollars available for award. 
 
The Donald J. Sherwood Scholarship Committee shall be comprised of the 1 Year Director of 
Chapter 36 who will serve as Committee Chair, the Education Chair, and the Professional 
Development Chair who will accept and review applications in connection with the scholarship 
program. 
 
Scholarship recipients must: 

 be enrolled as a full-time (12 or more semester hours), 
 be in good standing with an accredited institution 
 preferably be studying in a right of way or right of way related field including coursework 

in appraisal, engineering, law, surveying, real  estate/real estate management, drafting, 
finance, property management,  and business and public management; however, it is 
not required that they be enrolled in one of these disciplines to be qualified for a 
scholarship 

 be a member or family of a Chapter 36 member. 
 

It is up to the discretion of the committee to award scholarships to students who are well 
deserving based on information provided in the application. 
 
The Committee members shall disseminate Scholarship information in January of each year. 
The Scholarship Application Form must be filled out completely including the required support 
documentation such as college or high school transcripts, letters of recommendation, and 
essay. Applications may be submitted electronically. 
 
The Committee Chair shall brief the Board on the selection process but no vote is required by 
the Board. 
 
Duties and Responsibilities 
 
The Scholarship Committee Chair receives all applications. The Committee meets and reviews 
all applications for completeness and scores each applicant based on the point schedule listed 
in the application form. The Committee reviews all applicants and determines the scholarships 
for the calendar year.  The Chair will brief the Board on their selection process. 
 
The deadline for receipt of applications is typically in early April. The scholarships will be 
awarded to the successful candidates at the June luncheon.  The Committee should invite the 
award winners and parents/guardians to the June luncheon to be presented their scholarship. 
 
The Committee Chair shall put copies of the records for the year on a disk or thumb drive and 
provide it to the Chapter Historian for archival by August 1st of each year. 
  



Jan T. Whaley Professional / Employer / Young Professional of 
Year Committee (POY/EOY/YPOY) 
 

The POY/EOY/YPOY Committee is responsible for selecting the Chapter’s annual Jan T. 
Whatley Professional, Employer, and Young Professional of the Year.  Nominations are made 
by active members by submitting a completed nomination form and sending it to the 
Committee Chair.  
 

Duties and Responsibilities 
 
The Chapter Two Year Director is responsible for the formation of the Committee and shall 
monitor the Committee’s progress. The Two Year Director shall not have any input into the 
selection of the award winners. The Committee makeup shall be at least three (3) former 
Professional or Young Professional of the Year winners. The committee shall be comprised of 
the chair (or most senior member having served the committee the previous year. In the event 
there is no senior member, the Two Year Director will select the Chair), a POY recipient or 
active member chosen by the 2 year Director, and the recipients of the POY and YPOY 
awards from the previous year. The Committee members must be one year removed from 
serving on the Executive Board or as a Committee Chair/member. The Committee must 
include at least one new member each year and the Committee members cannot serve for 
more than two consecutive years.  
    
The Committee shall send a mass email (coordinate with Website Chair) to the Chapter 
membership in September soliciting nominees for Professional of the Year, Young 
Professional of the Year, and Employer of the Year. The names of nominees and reason for 
nomination should be sent to the Committee Chair on the Committee’s nominations form 
which can be provided by Committee members or found on the Chapter website. Nomination 
closing date shall be October 15 of each year. 
 
The Committee shall review all nominations received and come to an agreement on their 
recommendations. Selection of the Professional of the Year, Young Professional of the Year, 
and Employer of the Year is not based on the number of nominations received for that person 
or company.  The Committee shall only consider the merits of each nomination in determining 
their recommendation. 
 
The Committee will present their recommendations for Professional of the Year, Young 
Professional of the Year, and Employer of the Year to the Board at the November meeting.  
The Board will then vote either yes or no on the nominations.  In the event of a majority no 
vote, the award will either not be given that year or the committee may present an alternate 
recommendation.  The Committee Chair is responsible for ordering plaques and having 
engraving done.  Announcement of the winners and presentation of the plaques shall occur at 
the December meeting. The Committee Chair shall make the award presentation(s) where 
possible. One of the other committee members shall make the presentation(s) in the Chair’s 
absence. 
 
The Committee Chair shall put copies of the committee’s records for the year on a disk or 
thumb drive and provide it to the Chapter Historian for archival by August 1st of each year. 



Section 5: Officers Duties and Responsibilities  

President 

• Prepare and schedule a Planning Meeting for all appointed Committee Chairs to review 
goals and objectives for the upcoming year. 

• Obtain signed Confidentiality Letters from all Officers, Directors, and Committee 
members and submit copies to International Headquarters and Region Officers. 

• Establish goals for the upcoming year. 

• Plan, organize, staff, coordinate and carry out goals and objectives for the year. Guide 
Officers and Chairs in the duties necessary to accomplish their goals and objectives. 

• Be familiar with Robert Rules of Order. 

• Establish a meeting agenda and time schedule for monthly Executive meetings 

• Refer to the chapter By-laws and insure they are updated as needed and at the direction of 
the Chapter. 

• Prepare an annual budget in coordination with the Officers and Executive Board. 

• Preside over all meetings of the Chapter and Executive Board after confirming that 
sufficient members are in attendance for a quorum. 

• Make appointments for all standing Committee Chairs and other appointments as 
necessary throughout the year for ad hoc committees, etc. 

• Act as an Ex-officio member of all committees. 

• Support, stimulate, and motivate wide participation among members. 

• Act as the primary contact between International Headquarters, the Chapter Officers and 
Executive Board, the Region, and the Chapter members. 

• Keep the Officers and the Executive Board informed of all issues. 

• Prepare and forward the President’s message to Newsletter Editor, by the 
15th of each month. 

• Share with the Vice President all knowledge of the President’s position and 
responsibilities in order to prepare him/her for upcoming presidency. 

• Promote membership and participation in the Chapter as well as the highest ethical and 
professional standards of the Association at large. 

• Recognize members for their Outstanding Achievements throughout the year either with a 
written Certificate of Appreciation or a Letter of Appreciation to their employer. 

• Keep the Officers and the Executive Board informed of all correspondence with 
International Headquarters. 

• Disseminate Educational course dates via e-mail to the  chapter membership. 



• Represent the Chapter at the Winter Forum. Confirm Chapter Directors are attending and if 
not, make preparations for a substitute vote. Confirm all International Committee members 
are attending and are prepared to present a report containing the following information. 

o Number of Members, SR/WA, Certifications, 
o Educational courses presented and scheduled for the upcoming year 
o Chapter  36 Spring Seminar  date 
o Region Educational Conference 

• Speakers 
• Topic 

o Theme suggestions for upcoming Region Education Conference 

o Nominations for Region Professional of the Year, SARPA, Employer of the Year (both 
categories), Chapter of the Year (both categories), and Newsletter of the Year. 

o Donation to RWIEF (Right of Way International Educational Foundation) announcement. 
o Donation to the Chair's Reception at the Region Education Conference o
 With Board approval, offer to sponsor the next Winter Forum 

 
• Report Winter Forum activities to the chapter membership. 

• Represent the Chapter at the Region 2 Annual Education Refresher Seminar. 

Confirm that assigned learning sessions/workshops are interesting and the speakers 
are knowledgeable on the assigned topic. 

o Act as Moderator of the session/workshop. 

o Keep the Vice President and Treasurer informed of all activities in order to prepare 
him/her of the upcoming Offices. 

o Report all activities to the chapter membership. 

• Prepare and submit to the Region Officers the appropriate application form for the Balfour 
Award and Regional Professional of the Year award. 

• Represent the Chapter at the Annual International Education Conference. 

o Attend the Region 2 caucus and make necessary reports pertaining to donations to 
RWIEF, 

o Deliver the Chapter’s donation to the International Education Foundation (RWEIF), 

Submit a report at the Region caucus as to the number of members, number of SR/WA 
members and number of members with certifications. 

• Review and ratify the annual addition to Section 6 of the Chapter’s Policies and Procedures 
Manual. 

• Communicate and listen. 

• At the end of the year, the President shall put copies of his/her records for the year on a 
disk or thumb drive and provide it to the Chapter Historian for archival by August 1 of 
each year. 

 



Vice President 
 
The duties of the Chapter Vice President include attending all Chapter meetings to remain 
knowledgeable of all aspects of the running of the Chapter and Chairing Chapter meetings 
when the President is unavailable. 
 
The Vice President is also the Chair of the Chapter’s main fundraising event, the annual Spring 
Seminar and Chapter Golf Tournament. As the Chair, the Vice President is responsible for all 
aspects of the Seminar from early planning, setting up and getting Board approval for an event 
budget, finding a location for the event, sponsorships, speakers, continuing education credits, 
etc. and final rap up and accounting of all funds received and spent.  The Vice President shall 
work closely with the Treasurer to ensure that all funds are accounted for correctly.  The Vice 
President may choose to assemble a Committee to assist with the planning and execution of 
the Spring Seminar and Golf Tournament.   
 
If for any reason there is discussion to cancel the Seminar, the Vice President shall confer with 
the President and if the Seminar is cancelled the Vice President and his/her Committee 
members shall immediately notify seminar registrants, program speakers, caterers and any 
others necessary. As soon as possible after cancellation, the Vice President shall determine if 
the Spring Seminar will be rescheduled. If it is not rescheduled, The Vice President shall notify 
the Treasurer to refund registration monies collected. 
 
It is also the Vice President’s responsibility to coordinate an educational session for the annual 
Region 2 Refresher Seminar in College Station.  The Vice President will communicate with the 
Region 2 leadership to determine which topic he or she will be responsible for coordinating.  
Once the speaker or speakers have been confirmed, the Vice President shall provide the 
speaker and presentation information to the Region 2 leadership in a timely manner.   
 
At the end of the year, the Vice President shall put copies of his/her records for the year on a 
disk or thumb drive and provide it to the Chapter Historian for archival by August 1" of each 
year. 

  



 
Treasurer 
 
General Duties 
 
As an elected Board member, the Treasurer has voting privileges on Chapter 36 business.  In 
addition, the Treasurer’s attendance at meetings counts toward the necessary quorum to 
conduct Chapter business. 
 
The Treasurer receives income and remits payment for expenditures on behalf of Chapter 36.   
 
The Treasurer is responsible for maintaining the annual budget and financial records of the 
Chapter.  All financial records are retained for a minimum of seven (7) years.   
 
The Treasurer will prepare an annual Chapter report for IRWA Headquarters that comports 
with federal income tax requirements.  
 
The Treasurer will use Quickbooks as the income/expense data entry tool.   
 
Checks written on behalf of Chapter 36 are primarily executed by the Treasurer.  The 
President may also issue checks for Chapter-related expenses.   
 
If a check is over the amount of $599, the check request shall include the President’s signature 
as well as the Treasurer.  
 
The Treasurer is responsible for ensuring all bank records are reconciled on a monthly basis.  
The Treasurer will have access to the Chapter’s Bank of America account and will be set up to 
receive notifications from the account.   
 
Financial Records 
 
Each month, the Treasurer will report the Chapter’s financial status.  The Treasurer will first 
reconcile the Bank of America Statement with the Quickbooks account.  The Treasurer will 
RUN the Profit and Loss Report and Balance Sheet in the Quickbooks account.  After 
reconciling in RECONCILE mode, the Treasurer will SAVE FOR LATER.  The Treasurer will 
list in a Word document the financial summary, along with a list of checks or deposits that are 
not yet reflected in the Bank Statement.   
 
The Treasurer will send the President an email with attachments of the Bank of America 
Statement, the Profit and Loss Report, the Balance Sheet, and the financial summary in Word.  
The President will look over the documents, review Quickbooks, and advise the Treasurer 
when the Quickbooks reconciliation may be completed.  Upon such notification, the Treasurer 
will complete the RECONCILE function in Quickbooks and run the Reconciliation Report. 
 
The Treasurer will then email to the Board members the financial information, which includes 
the following: Profit and Loss Report, Balance Sheet, and Reconciliation Report.  This email 
should be sent at least 24 hours in advance of the Board meeting.  Copies are made of these 
reports and presented for approval at the monthly Board meeting.  After the Board approves 
the financial information, the Treasurer has the responsibility to upload financial information to 
the Chapter 36 President and Treasurer Member Network on the IRWA Headquarters 
webpage.  The information must be uploaded no later than the 21st of each month, as the 
uploads allow the Chapter to qualify for a Quarterly Incentive payment.  The following items 
are loaded onto the Member Network page: Board Meeting Agenda, Bank Statement, 
Reconciliation Report, Profit and Loss Report, and Balance Sheet.  
 
 
 



Luncheon Payments 
 
The Treasurer is also responsible for transferring online money received for monthly luncheon 
registrations and the collection of money at the door. Luncheon registrations are typically 
closed the Friday prior to the Tuesday monthly meeting.  Either shortly before or after the 
luncheon date, the Treasurer will transfer the PayPal funds over to the Bank of America 
account; the gross and net income are both logged into Quickbooks.   
 
The Treasurer brings the bank money bag to each luncheon, or prearranges the money bag to 
be taken in case of the Treasurer’s luncheon absence. The bag will have $300 in cash at all 
times for making change.  At the beginning of the Treasurer’s term, the Treasurer secures 
Volunteers for the check-in table at the monthly luncheons.  The Volunteers use the 
registration email list to check-in attendees that registered the prior week.  If the registrant did 
not pay online, the Volunteers will collect the attendees money owed.  The registration list will 
be reconciled with the money received.   
 
The money and checks will be put into the bank bag so that the Treasurer can make a 
luncheon registration deposit.  All money and checks received will be deposited, less $300 in 
small bill cash.  
 
The Chapter iPad and credit card reader is to be stored in the bank bag and to be used at 
luncheons and other events where members request to pay at the door. 
 
Budget 
 
The Treasurer is responsible for drafting and presenting the annual budget to the Chapter 
Board.  The budget for the following fiscal year should be presented and approved by the 
Board at the June Chapter meeting.   Updates to the budget can be made by appropriate 
Board vote at any meeting throughout the year.  
 
Other Duties 
 
The Treasurer may be asked to perform additional responsibilities by the Chapter Board 
related to the management of the Chapter’s financial resources.  One such responsibility is 
assistance with the Spring Education Seminar.   
 
In addition, IRWA Headquarters may also request action by the Treasurer.  For instance, at the 
beginning of the calendar year, the Treasurer will be asked to provide all payments of services 
that amounted to over $600 for certain items.   
 
  



 

Secretary 
 

The duties of the Chapter Secretary include recording and publishing to the general 
membership the meeting minutes of every Chapter Board meeting. The Secretary is also 
responsible for providing official notification to International (by May 1st.) when Chapter 
Directors are substituted prior to the International Seminar or other official communications as 
deemed necessary by the Board or the President. 
 
The Secretary will prepare a draft of the meeting minutes, including a record of attendance, 
and circulate the draft to the Board members for comments and revisions. The Secretary will 
assimilate revisions and comments into a final form and email a copy to the Board members 
and any other member in attendance for review and corrections. 
 
A Board member may then offer a motion for approval. Upon a qualified second and vote and 
in favor of the final meeting minutes, the Secretary will have the final approved minutes 
published on the Chapter website, through correspondence with the Website Chair. An 
electronic file or hard copy will be maintained in the permanent Chapter records for a minimum 
of seven (7) years. 
 
The Secretary may use any reasonable means to disseminate the draft and final meeting 
minutes to the Board members, including but not limited to, electronic mail or presentation in 
written form at a Board meetings. 
 
Other Secretary responsibilities include making announcements to the Board members or 
general membership, at the direction of the President or Vice- President, or from time to time 
at the discretion of a Board member. Announcements may be made by electronic mail or any 
other generally accepted media. 
 
The Secretary keeps track of all Board approved motions. Each year the Secretary will add a 
new sub-section to the Policies and Procedures Manual outlining any motions passed by the 
Board that impact the budget, Board, Committee’s or that would affect the Chapter By-Laws. 
The update is to be completed and ready for Board approval at the May Board meeting and 
cover the Chapter year (May 1 through April 30). Each year’s new subsection will be presented 
to the Board for reviewed and approved at the May meeting. Upon approval the Secretary will 
add the new subsection to the Policies and Procedures manual prior to leaving office in June. 
 
At the end of the year, the Secretary shall put copies of his/her records for the year on a disk 
or thumb drive and provide it to the Chapter Historian for archival by August 1st of each year. 
 
Note.  If the Chapter elects to have a fall Golf Tournament instead of a spring Golf 
Tournament, the Secretary should work with the current Vice President on the early planning 
for the Golf Tournament because typically the Secretary moves up to Vice President at the 
May elections and will be responsible for the planning and coordination of the fall tournament. 
(see duties of Vice President above). 
 
 
  



 
1 Yr / 2 Yr Directors 
 
The Chapter Directors (one-year and two-year) are the official representatives and the voting 
members of the Chapter at the annual International Board of Directors' meeting held in 
conjunction with the Annual Education Conference in June. Their names must be reported on 
the Chapter leadership Form due to International in June of each year. The Directors are also 
voting members at the Spring and Winter Regional Forums. 
 
By May of each year the new Chapter Directors should receive all of the materials necessary 
for the International Board of Directors meeting including amendments, resolutions, proposed 
budget, report of the Nominations Committee, etc.  The Directors will present this materials to 
the Chapter membership (or Chapter Executive Board) soliciting directions on how to vote on 
the issues that will be handled at the Board of Directors meeting. 
 
After the International Seminar, the Directors will report back to the Chapter membership (or 
Chapter Executive Board) on those actions taken by the International Board of Directors. At 
the discretion of the President, the information may be presented at the next Chapter meeting. 
One or both Directors should submit a written summary of the Board of Directors meeting to 
the Newsletter Editor for inclusion in the Chapter newsletter. 
 
If a Chapter Director is unable to attend the International Seminar, the President will approve a 
substitute Director to serve as the Chapter representative to the Board of Directors meeting. 
 
The Chapter Secretary shall furnish appropriate notification to this effect to International by 
May 1. After the International Seminar, the Chapter may revert to the old Director by similar 
actions of resignation and election. The International Bylaws do not provide for a proxy vote (a 
Chapter member/Director must be present to vote). 
 
At the end of the year, the Directors shall put copies of their records for the year on a disk or 
thumb drive and provide it to the Chapter Historian for archival by August 1  of each year. 



Section 6: Board Approved Policies 
 
Chapter 36 felt that it was important to track all Board approved motions which affect 
operations, expenditure of funds, amendments to existing policies and procedures, Chapter 
By-Laws or other circumstances which may require a Board resolution. 
 
All Board actions will be tracked by the Chapter Secretary. Each year the Secretary will add a 
new sub-section to this manual.  The update is to be completed at the conclusion of the May 
Board Meeting and cover the Chapter year (June - May).  The new subsections (as shown 
below) will be presented to the Board for reviewed and approved at the September meeting 
and subsequently added to the Policies and Procedures manual. 
 
 
Board approvals that should be considered for future adoption into the Policies and 
Procedures manual: 
 
Ex.:  <Date> 
 <Approved Motion: ….> 
 <Additional explanation if needed> 
 
  



ADDENDUM 
 

IRWA Conflict of Interest Form (5/12/2010) 

Jan T. Whatley Professional, Young Professional, and Employer of 

the Year Nomination Form  



 

 

IRWA CONFLICT OF INTEREST STATEMENT 
 

Purpose: Establish Conflict of Interest Policy to promote the duty of loyalty to the International 
Right of Way Association (IRWA).  This duty broadly commands those involved with the 
Association to be faithful to IRWA's best interest and not to use their organizational position or 
knowledge to advance a personal agenda at the organizations expense. 

 

Applicability: Applies to all Directors, International Officers, Region Officers, Chapter Officers, 
International Committees, Chapter Committees and Staff Directorates. 

 
Responsibility: Applicable individuals will not use their position, or knowledge gained there from, 
in such a manner that a conflict between the interest of IRWA and their personal interest arises. 

 
Individuals have a duty to place the interest of IRWA foremost in any dealings with the 
Association and have a continuing responsibility to comply with the requirements of this policy. 

 
The conduct of personal business between applicable individuals and the IRWA is prohibited. 

 
Individuals may not obtain for themselves, their relatives, or their friends a material interest of 
any kind from their association with IRWA. 

 
If an applicable individual has an interest in a proposed transaction with IRWA in the form of a 
significant personal financial interest in the transaction or in any organization involved in the 
transaction, or hold a position as trustee, director, or officer in any such organization, they must 
make full disclosure of such interest before any discussion or negotiation of such transaction. 

 
Any individual who is aware of a potential personal conflict of interest with respect to any matter 
coming before the Board of Directors, IEC or committee may be present for the discussion, but 
shall not be present for or vote in connection with the matter. 

 
 Disclosure: Applicable individuals will submit annual reports on the IRWA Conflict o1 Interest 
Statement form and if not previously disclosed will make disclosure before any relevant board or 
committee action. 
 
These reports will be reviewed by the IEC, which will attempt to resolve any actual or potential 
conflict(s) and in the absence of resolution refer the matter to the Ethics Committee and/or Board 
of Directors. 

 
  



CONFLICT-OF-INTEREST STATEMENT 
 
 

I have read the statement of policy regarding conflict of interest. 
 
To the best of my knowledge and belief, except as disclosed herewith, neither I nor any person 
with whom I have or had a personal or business relationship is engaged in any transaction or 
activity or has any relationship that may represent a potential competing or conflicting interest, as 
defined in the statement of policy. 
 
Further, to the best of my knowledge and belief, except as disclosed herewith, neither I nor  any 
person with whom I have or had a personal, business, or compensated professional relationship 
intends to engage in any transaction, to acquire any interest in any  organization  or entity, or to 
become recipient of any substantial gifts or favors that might be covered by the statement of 
policy regarding conflicts of interest. 

 
 

(A) Without exception          (Initial Here) 
 

(B) Except as disclosed in the below  statement         (Initial and provide  statement) 
 

 
 
 
 
 

Name:  Title/Position:     
 
 
 

 
Signature:  Date:    
 
 

 
 
 
 
 
 
 
 
 
 
 
 



 
 

PROFESSIONAL, YOUNG PROFESSIONAL 
AND EMPLOYER OF THE YEAR NOMINATION 

FORM 
 

 
 

 

 
 
 

Name (Optional)      

Professional of the Year Nomination: 
�
�
�
�
�

Reason for Nominating this Person: 

Employer of the Year Nomination: 
�
�
�
�
�

Reason for Nominating this Company: 

 




