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Resource Booklet 
Issue #3 dated February 1, 2018 

Congratulations on being the host for a APWA Conference. Two conferences are 

held in the calendar year, one in the spring and the other in the fall.  It may seem 

daunting at first, but this guide along with the APWA Executive Committee’s assistance 

will help you make this conference a success.  It is strongly encouraged that most if not 

all of your committee attends the prior conference to see how conferences work. 
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Conference Information  
The Spring conference is typically held the first week in May and the Fall 

conference is held the first week of November.  The spring date attempts to avoid other 

state conferences and better allows local colleges to have students participate in the 

conference.  The golf outing, technical tour, Chapter Executive Committee meeting and 

get acquainted party are held on Wednesday. The fall golf outing is weather dependent. 

The vendor/exhibitor show runs all day on Thursday at the spring conference. The 

conference sessions are all day Thursday and Friday morning for both conferences.  The 

conference center and hotel need to be secured ideally one year and preferably two 

years in advance of the event.  The Conference Program Schedule in Appendix A will 

guide you to the other important milestones.  

 

You will need to obtain an agreement with the hotel and/or event center.  APWA 

National has to review the agreement(s) before the Chapter President signs it. National 

is very helpful in going through the fine print to make sure the Chapter and the host 

committee are protected. You will need to negotiate comments received by National 

with the event center/hotel to the eventual satisfaction of National.  

 

Depending on the facility, you may need contracts with several service vendors 

for services at the conference facility.  These services can range from caterers, 

audio/video needs, to exhibit booth display set up for the spring conference.  Check with 

the conference facility and hotel for the service vendors needed for the conference.  The 

conference facility may require proof of insurance.  This can be obtained from National 

APWA. 

 

The Visitor’s Bureau in your community can be of assistance with planning your 

conference.  They can assist with getting quotes from the hotel, entertainment 

suggestions, etc.  They are a resource that you should reach out to. 

 

Hotel Rooms and Conference/Convention Center  
Hotel Rooms 

You should reserve a block of rooms somewhere between 75 and 100.  Be sure to 

read the fine print to be sure you are not responsible for rooms reserved but not rented.  

No commitment should be made to pay a fee or fine guaranteeing room rental 

minimums. If the conference is hosted in the Madison or Milwaukee area, fewer rooms 

should be blocked as most will commute.  Be sure to negotiate the price of the rooms.  

Room rates for fall conferences held at resorts can be very favorable due to low vacancy 

rates at that time of the year for mid-week use.  Usually the rooms are held up to a certain 

date.  Keep in touch with the hotel to gauge how the reservations are going and to 

extend the “hold” date if possible and/or necessary.   

 

Some hotels give comp rooms which are generally one per 40 rooms. These are 

used for speakers or APWA National staff who may attend.  They also may be used as a 

door prize. 
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Convention Center/Hotel Conference layout 
Meet with Convention Center/Hotel to determine maximum limit for large and 

small booths for the Spring conference.  Start 9 months to 1 year in advance so that you 

can reflect expected expenses in your preliminary budget.  Develop a preliminary layout 

for technical sessions and break and meal areas.  For the Spring conference try to have 

the vendor area in close proximity to the conference sessions. 

 

Attendees Estimation 
The following numbers can be used as guideline for estimating attendees at your 

conference: 

     Spring  Fall 

 Exhibitors    90-100  N/A 

 Full registrants    90-100  125 

 One day registrants  30-35  35 

 Guests    5-10  5-10 

 Get acquainted party  175 plus 200 plus  

 

Check the final financial statement from the latest Spring or Fall conference to obtain 

more current numbers. Spring conference attendance has exceeded 300 people at 

some past conferences and is dependent upon the conference location. Note that 

conferences held in the Madison and Milwaukee area tend to have higher day-time 

attendance with lower evening event attendance due to the number of commuters, as 

opposed to out-state conferences where most of the participants stay on site for the 

entire conference. 

 

Conference Center Estimations  
The following numbers can be used as a guideline for estimating conference room 

needs at your Conference: 

■ Exhibit Hall Room (Spring conference) 40-50 booths 

■ 

 

Wednesday Executive Committee Meeting 

 

35-40 

 ■ 

 

Thursday new member and 1st timer breakfast area 10-15 

■ General Session Room (Thursday Banquet Meal & Awards) 250 

■ Main Concurrent Technical Session (Room 1) 125 

■ Concurrent Technical Session (Rooms 2) 75 

■ 

 

Concurrent Technical Session (Room 3) 75 

Many hotels will provide the rooms needed for the conference at no cost. 
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The conference facility should provide the following: 

■ Carpeting for exhibit space and conference rooms 

■ Registration Area – Area for conference attendees to register (preferably with online 

or Wi-Fi access to support online registration) 

 Exhibit Hall space for Spring conference 

o Approximately 15,000 square feet needed close to the concurrent session rooms 

o Minimum 40 vendor spaces 

 Board room for Wednesday late afternoon Executive Committee Meeting.  Request 

free use of the room with water, teleconference, projector and Wi-Fi. 
 

■ New member sit down breakfast serving area for Thursday morning 
 

■ Continental breakfast serving area for Thursday and Friday mornings 

■ General session room with round table seating for Thursday Banquet Meal and 

Awards/ Scholarship Ceremony (seating for 250 plus).  This could also be used for the 

Thursday morning breakfast area and conference kick-off session as well as the 

Friday lunch. 

 If not the general session room, concurrent technical session room 1 (classroom 

seating for 125) 

 Concurrent technical session room 2 (classroom seating for 75) Consider theater 

seating for the back half of the room. 

 Concurrent technical session room 3 (classroom seating for 75) Consider theater 

seating for the back half of the room. 

 Morning/Afternoon break area, preferably in exhibit hall floor space (Spring 

conference) 

 Lunch – serving and eating area, preferably in exhibit hall floor space (Spring 

conference) 

 

Meal Estimation 
Attendance at meals usually drops as the conference proceeds. When guaranteeing 

the number of meals, you should use the number of early and late pre-registrants.  Late 

registrants will probably be less than those pre-registrants that don’t attend a meal.  The 

venue generally cannot accommodate last minute add-ons.  Try to set a deadline and 

stick to it.  Treat the conference as if you were planning a wedding.  Numbers for meals 

must be turned in by a certain time.  When people show up to the conference who had 

not registered it affects your meal counts.  It is recommended that the registration list 

(about 72 hours in advance) be used for guaranteeing the number of meals and it is 

recommended that a contingency of 5% to 10% be added to that number. 

Another factor for the banquet is the award winners for the Spring conference and 

the scholarship recipients and their guests who attend for the Fall conference.  The 

coordination of the award and scholarship dinners needs to be coordinated with the 
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Awards Committee chair and the Education and Scholarship Committee chair.  See 

Policy on Lunch and Banquet Tickets below. 

 

 

Speakers who are not registered for the conference are allowed to have a lunch meal 

the day they speak.  The conference program committee should track the speakers and 

note who is going to be registered for the conference and those who aren’t but will get 

the one lunch. 
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Try to factor in how many people will wait to Thursday morning to attend when 

deciding how much food to order for the Get Acquainted Party.  Conferences farther 

away from a majority of the membership are more likely to drive up on Wednesday 

afternoon.  If the conference location is within short driving distance, attendees may wait 

until Thursday morning to go to the conference.  If they have signed up for the entire 

conference, but don’t attend the Get Acquainted party this will result in over ordering 

food for the party.  Friday lunch, despite door prizes, has low attendance. It can be 20-

33% less then registered.  Choose box lunches that can be donated to a food charity if 

people don’t show. 

Conference Center Audio/Visual Needs 

 If the conference facility does not provide Audio/Visual Equipment rental, you may 

need to obtain a separate agreement with a vendor that will supply the following 

equipment.   National does not need to sign this agreement.  Make sure to either have 

A/V support available during the conference or rent additional equipment to handle any 

malfunctions. Laptops are generally provided by the hosts in combination with the 

Executive Committee. 

The conference audio/visual requirements are as followings in each of the session 

rooms: 

 Integral sound system 

 Podiums and speaker tables 

 AV, AV carts and projection screens with cordless microphones for the speakers 

 Laptops  

Conference Center Exhibitor Needs (Spring conference) 
If the conference facility does not provide exhibitor booth equipment, you will 

need to contract with a vendor that will supply the following equipment.  National does 

not need to sign this agreement.  

The conference exhibitor requirements are as followings: 

 40-50 booths that are at least 8’ x 10’ wide with 8’ or higher background drapes and 

3’ or higher side rails 

 Electrical hookup (110 volt) if requested 

 Booth ID signs for each booth 

 Exhibitor tables (rectangle) and linens 

 2 chairs per booth 

 1 wastebasket per booth 
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Conference Events 
 

Golf Outing  
The golf course should be reserved ideally the year before the conference, but no 

later than the fall before the spring conference, especially if you are planning on a 

shotgun start.  You may want to include a “sign up” for the golf outing on the advance 

registration form sent out to exhibitors for the Spring conference.  Plan on 50-60 

participants for the outing. Depending on weather you may get some last minutes sign 

ups.  The fall conference outing is done outside the registration process in case it has to 

be canceled due to weather.   

Technical Tour 
Some conferences will offer a technical tour on Wednesday as an option for those 

not wanting to play golf.  These tours range from tours of local manufacturing facilities to 

river restoration projects.  It is an opportunity to highlight your community. Transportation 

for the tour needs to be arranged from the hotel to the tour.  Depending on the tour, this 

can be a van as this typically is a low attended event. 

Executive Committee Meeting 
Wednesday afternoon typically around 3:00, the executive committee will meet.  

You will need to arrange a room for 35-40 people at the hotel/convention center location 

after the technical tour and golf outing and before the get acquainted party.  The room 

should be equipped with internet access, AV, projector screen and teleconference 

capabilities. 

Get Acquainted Party  
You will need to arrange a location early in the process.  This can be held at the 

hotel or conference center, but offsite venues can be of interest to chapter members.  If 

held offsite, transportation needs to be provided to and from the hotel. The facility should 

have seating capacity of 200 and be covered.  This traditionally has been a barbeque 

type social event on Wednesday evening.  A keg or two is usually provided.  An ugly shirt 

contest is done at most Fall conferences.  It is best done at the Get Acquainted Party as 

the Banquet on Thursday is more formal. 

Spouse/Guest Program 
It is optional for the host to decide whether to have this program.  Usually the 

spouse/guest numbers are quite low.  If there is not enough interest in this program, it has 

been canceled at some previous conferences.  If program is canceled due to low 

participation, participants need to be notified about one week before the event.  The 

Spouse/Guest program generally includes a local tour or visit to a point of interest, or 
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specialized shopping. Often the program is done on Thursday only.  Meals are included 

in the spouse guest registration packet. If it is decided not to have this program, then try 

to designate a meeting spot and time in the lobby so the spouses/guests can self- 

arrange an activity. 

New Member Breakfast 
Thursday morning a breakfast is provided for new members and the Executive 

Committee members who want to attend. Plan on 10-15 participants attending the 

breakfast.  The breakfast should be in a room or area for the Chapter President to be 

able talk to the group collectively about the chapter. 

Committee Meetings 
Thursday afternoon after the conference sessions are completed and before the 

banquet, the various committees meet.  The committee chairs should announce their 

meeting location at one of the general sessions during the day or during the Thursday 

luncheon.  The committee chairpersons should give a short description of their committee 

when they announce the committee meeting location.  A poster with the meeting 

locations should be posted at the registration booth. 

Thursday Banquet and Awards Ceremony 
Typically this is held at the hotel or conference center with seating for at least 250.  

Also needed are a podium, stage and microphone/sound system.  Additional setup may 

be required to support whatever entertainment is provided for the event.  The banquet 

on Thursday night generally begins at 5:30 with a reception and meal served at 6:30.  Two 

drink tickets are provided per registrant.  The Awards program is part of the Spring 

conference and the scholarship recipients are recognized at the Fall conference.  Both 

occur after the dinner and are typically from 7:30 to 8:30.    

Thursday Entertainment 
Entertainment follows the banquet meal and awards ceremony.  The 

entertainment chosen is up to the host committee.  Past conferences have included 

mystery dinners, casino nights, magicians and comedians.  The most successful are those 

that involve audience participation. Good acts tend to be booked from 6 to 12 months 

in advance. 

Business Meeting 
The spring business meeting should be held during the Thursday luncheon.  If the 

luncheon is on the exhibit floor, then the business meeting should be held during the 

Friday lunch.  The fall business meeting has been traditionally during the Friday luncheon 

but consideration should be given to Thursday afternoon to increase participation with 

the members attending.  Elections are held for the Executive Committee at the fall 

business meeting. 
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Preliminary Budget 
The preliminary spring conference budget needs to be submitted to the Executive 

Committee by the end of November for the December Executive Committee meeting 

to be approved. The preliminary fall conference budget needs to be submitted by the 

end of June for the July Executive Committee meeting to be approved.  The preliminary 

budget should be established on the estimated costs for the facilities, food, beverage 

and other expense items expected for the conference.  The need for any AV equipment 

should be figured in the budget as it can be a significant expense.  The Preliminary 

budget should follow the format outlined in Appendix B. 

 

The rates should follow the preceding conference rates.  The annual chapter 

sponsorship money does not get figured into the budget. If you do obtain separate Spring 

or Fall conference sponsorship that can be included in the conference budget. The most 

important revenue component is attendee registration.  The rates should be set so that 

the conference revenues at least match the conference expenses.  If it is anticipated 

that the expenses will exceed revenues, the financing for the conference should be 

reviewed with the Executive Committee as soon as possible so that appropriate 

arrangements can be made or the conference program amended accordingly.   

 

The rates for non-member registration fees shall be set at approximately the 

member registration fee plus approximately 10 to 15%. Previous conferences have set 

separate New Member, Guest with Member, Retired and First Timer conference rates. 

The registration form should have a place for registries to mark whether they are a 1st 

timer, New Member, etc.  This will better tracking for the nametags for First timers and 

New Members and for a count for the First Timers breakfast.  Contact the Chapter 

Executive Committee for the currently policy on conference registration rates.  Attendees 

from National APWA aren’t charged registration fees, but are registered to track meals. 

 

The one day registration fee should be set at approximately one half of the full 

registration fee. This will ensure that an individual will not be able to buy all component 

parts of the conference fee and pay less than a full registration fee. The guest registration 

fee should be set at approximately one half of the full registration fee. 

 

Individual component fees should be set at their cost rounded up to the next 

highest $5.00 (i.e. cost=$12.95, fee = $15) 
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Two registration fees should be set – early registration and late registration.  The 

late registration fee should be set slightly higher than the early registration fee. 

 

Exhibitor fees should be set at the actual cost plus 10 to 15% profit and include one 

full conference registration. 

 

Transportation 
Transportation may be needed for the Wednesday technical tour, Get 

Acquainted Party and for the guest program.  Some communities are able to use City 

owned vans for the smaller group events or rent vans. A Get Acquainted Party off site or 

a convention center not adjacent to the hotel will require charter buses.  The cost of 

charter buses can be a significant fiscal impact to the budget.  Be sure to factor that cost 

when deciding where to hold the various events.  Make sure the Chapter is listed as an 

additional insured on the insurance certificate. 

 

Conference Program 
The conference program is put together by the Conference Program committee. 

This committee is chaired by the President Elect and consists of the Vice President and 

the two Directors.   Arrangements should be made for a “Welcome” speaker which is 

usually a higher level local elected official to kick off the conference (Mayor, local 

politician, etc.) The local host community is encouraged to offer a presentation on a 

local project or program, as available.  If there are topics pertaining to the host 

community they should be forwarded to the Program Committee chair by early January 

for the Spring conference and by July for the Fall conference. The committee should 

have the program finalized by mid-March for spring and by early August for Fall.  A 

sample Conference Program is in Appendix C.  More information about the Conference 

Program can be found in the Conference Program Planning Guide in the resources tab 

on Chapter web site. 

 

Speakers 
The host committee works with the conference program committee on any 

speaker needs.  The Conference Program committee provides bio information and 

ensures that there are moderators for each session.  If a speaker will only be delivering 

their presentation, they do not have to pay any registration fees.  The chapter provides 

the cost of the luncheon for speakers (see Policy on Lunch and Banquet Tickets in the 

Meal Estimation Section).  If a speaker will be staying for the Get Acquainted Party, 

Thursday banquet, or the next or previous conference day, then they must register and 
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pay accordingly.  Other than paid professional speakers selected by the conference 

program committee and included in the budget, speakers are not paid. 

Typically the conference facility will provide for a fee the projectors, screens, and 

audio/speaker equipment and AV support. The host community should provide a laptop 

with the speaker normally only providing a flash drive for their program. 

The strength of the conference over the years has been Chapter members giving 

presentations on lessons learned on projects, issues and matters of relevance to the 

attendees.  Typically presenters are not paid a speaker fee and their rooming and travel 

expenses are not covered.  The Chapter has included professional speakers on a limited 

basis.  The use of paid speakers, including a kickoff speaker should be reviewed with the 

Conference Program Committee prior to making commitments to assure that either the 

conference revenue will cover the cost or that the cost has been included in the 

conference budget. 

 

Photographer 
 Work with the Executive Committee on finding a member to take pictures 

throughout the conference. These are used for the Chapter newsletter. 

 

Registration Process 

Exhibitor Registration (Spring Conference) 

The Exhibitor form and cover letter should follow the format outlined in Appendix 

D.  This should be sent out by the beginning of January immediately following the 

preliminary budget approval.   Local firms and companies should be solicited to exhibit 

as well as sending out to the previous exhibitors over the past several years. Exhibitors get 

one full conference registration with their package.  Additional company representatives 

must pay for individual activities.  The form should clearly identify who from their company 

is covered under the full registration.  Others in their firm should register for the conference 

separately.   

 

Confirmation letters and information sheets needs to be sent out to the vendors 

with a layout and a map about a month before the conference. 

Member/Non-Member Registration Forms  

The Registration form should follow the format outlined in Appendix E.  This should be 

prepared for on-line purposes. 

Conference Financing 

Registration via the internet/web is increasing and is currently about 60% of all 

registrations. Checks used for registration should be made out to “APWA – Wisconsin 

Chapter” and mailed to the address shown on the registration form for the conference 

sponsor/host.  The conference sponsor/host will be responsible for receiving and 
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recording the registrations and payments. The checks and payments must be forwarded 

to the Chapter Treasurer every two weeks for deposit in the Chapter bank account.  All 

financing for the conference will be run through the Chapter bank account and the local 

sponsor/host will NOT need to open a separate account for the conference. 

Requests for payments should be forwarded to the Chapter Treasurer with a copy 

of the invoice attached along with the Deposit Documentation form, Appendix F .  The 

Chapter Treasurer will make the payment directly from the Chapter bank account 

through the use of a voucher system. 

Some things to keep in mind for bookkeeping and financial processing of the 

conference include the following: 

-The chapter is exempt from Wisconsin State sales and use tax.  Make sure that all 

suppliers, vendors, etc. are notified of such and given the Chapter CES # -029965.  See 

Appendix G 

-If an individual provides services for the conference, the Chapter will be required 

to report the information so that a Form 1099 can be generated by National Chapter. 

This will require you to obtain the Federal Employer Identification Number (FEIN) or Social 

Security Number (SSN) of the person that provided the services if it is over $600. 

-Make sure to get invoices and submit any and all documentation to the Chapter 

Treasurer when requesting reimbursement for conference expenses along with the 

Expense Documentation Check Request Form, Appendix H. 

-If someone believes their company/municipality paid in advance for them but 

your records do not show a payment, they need to pay at the conference and request 

a reimbursement from their company/municipality later. Likewise, if an attendees 

registration form states they will only attend Friday and then also attends on Thursday, 

they need to pay the additional fees at the conference. 

Cancellation Policy 

To help reduce unnecessary expenses for the chapter, the Executive Committee 

approved and implemented a cancellation policy for chapter events. The reason for a 

policy is to curb the number of cancellations after events have been planned and the 

necessary arrangements have been set. 

 

One example of this is the conference meals. Once the meals have been ordered with 

the vendor we are required to pay for those meals as they have been “guaranteed”. 

This means that we have to pay for the meals reserved whether they are consumed or 

not.  

 

The policy adopted at the March 10, 2017, Executive Committee is as follows-  
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Cancellations must be made by the late registration date listed on the 

registration form for either the paper or electronic versions. A full refund 

will be made for any refund request received by the close of that day. A 

twenty five dollar ($25) administrative fee will be charged for all 

cancellations. No refunds are given after the late registration date has 

passed. Special circumstances will be decided on a case by case basis, 

first by the host committee and then approved by the Executive 

Committee. The host committee must receive all special circumstance 

requests within seven (7) days after the start of the event. All requests 

received after this date will be denied. Individuals requesting a refund are 

required to submit their requests to the host committee and copy the 

treasurer and must include their mailing address and to whom the check 

should be written. All approved refund requests will be issued after 

completion of the conference/event. 

 

Conference Sponsorship 
 Annually the Chapter sends out Sponsorship request to members in private industry.  

They can select annual sponsorship or conference sponsorship.  In addition to this, you 

may want to consider soliciting conference sponsors.   The letter should be sent out about 

two months prior to the conference.  The mailings should target firms that aren’t annual 

sponsors or have already paid for a conference sponsorship.  You may want to target 

engineering firms or vendors in your area.  A sample Sponsorship letter is in Appendix I. 

 

Conference Program Distribution 
The program doesn’t have to be mailed to members.  A postcard reminder in 

February / March (Spring) and Early September (Fall) will work just as well and be less 

costly.  A newsletter article about the conference should be submitted for the edition 

that comes out immediately prior to the conference.  In addition the Chapter will 

promote the conference through e-mail blasts.  Coordination of the e-mail blast should 

be done with the Conference Program committee.  The e-mail blast should be sent about 

a week after the post card goes out, a few days before early registration ends and a 

week before the conference. The program should be made available on the chapter 

web site along with the hotel registration information.  The mailing list for the conference 

attendees can be obtained from the following:  

 

 American Public Works Association – Wisconsin Chapter members.  The list can be 

provided by the chapter secretary or downloaded from the chapter website. 

 Previous attendees lists 

 Others who you feel who would be interested with a focus on local or neighboring 

Public Works professionals. 
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 Region V Director (Should be invited at least 6 months in advance of the conference) 

 APWA National President or President Elect (Should be invited at least 12 months in 

advance of the conference) 

 APWA National Chapter Liaison (Should be invited at least 12 months in advance of 

the conference) 

 

Misc. Conference Items Preparation 
Names tags for conference exhibitors, attendees, speakers, etc. need to be 

acquired.  The plastic holders and lanyards should be available from the previous 

conference; however they may not be sized correctly for your printed name badges.   

Large posters of both the Annual and Spring/Fall Conference Chapter sponsors 

should be made and displayed the entire conference.  The posters should be displayed 

in each session room, at the registration area, get acquainted party and at the banquet.  

Conference sponsors should be publically recognized several times each day by the host 

committee chairperson. Display boards for each session need to be made to be put out 

in front of each session room.   

 Drink and meal tickets for the banquet need to be made where any meal that 

attendees have a meal choice or drink tickets for cash bar arrangements.  The meal 

tickets and drink tickets get placed inside the name tags.  The budget should include 

approximately $1,000 for door prizes.  It is strongly suggested that door prizes are not 

acquired from a vendor.  These need to be acquired by the host community.  If seeking 

donated door prizes from local companies, they should be contacted 30 days prior to 

the conference. It is recommended to have gifts for speakers.  A receipt book is also 

necessary for the registration.   

 

Registration Packets 
Material for the registration packets will need to be acquired. The packets should 

be assembled a few days prior to the conference.  Your local Chamber of Commerce 

may help with putting together the packets and may have information they wish to be 

included in the packet.  The packet should include a schedule that includes a brief 

description of the sessions and room location.  A sample schedule is in Appendix J.  Do 

not put session numbers on schedule like the sample schedule.  Include in the packet a 

postcard for the next conference and at the fall conference include a postcard on the 

Awards program. The Awards Committee provides the Awards postcard and the 

following conference host will have postcards on their conference.  You will need 

envelopes with the names of attendees on the outside with the material inside or place 

the material in bags and hand out with the nametags.  Make sure to have additional 

material available for on-site registrations.  If you can, set up the registration area the day 
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ahead of the conference; otherwise be sure to get there early to set up.  Two people 

should be assigned to the registration booth during the conference. 

 

Hotel/Convention Center final details 
The convention space will need final number and arrangement of exhibitors for 

the Spring conference.  They may want a numbering system and a list of correct spellings 

of company names for the signs they make.  They will also want to confirm move-in and 

move-out times.  Exhibit Hall setup should be requested for Wednesday afternoon / 

evening and early Thursday morning times. Estimated quantities are needed for breaks 

where there is food and also for the meals.  The conference center should be provided 

a final schedule along with registration hours.  AV needs should be confirmed with the 

conference program committee, including who is providing laptops, screens and 

projectors. You may consider the host or planning committee supplying some of that 

hardware to reduce your costs. The convention center is there to help you with a 

successful event.  Be sure to utilize their experience. 

 

Conference Attendee list 
 The conference attendee list can be handed out to attendees and vendors but 

only is to include the member name and employer. It isn’t to include email addresses.. 

 

Thank You Letters 
Because each conference is unique, thank you letters should be sent to the 

speakers, exhibitors (spring), sponsors, guests, tour hosts and entertainers.  Sample Thank 

you letters are in Appendix K. 

 

Newsletter Article 
 A newsletter article is written advertising the conference.  It is placed in the 

newsletter that comes out before the conference.  After the conference, a newsletter 

article should be written summarizing the highlights of the conference.  Going to the 

Chapter website and looking for past conference articles is a good approach.  A sample 

newsletters is in Appendix L. 

  

Final Financial report 
The post conference Final Budget should be completed by the end of May 

(spring) and November (fall) for the Executive committee review.  The budget should 

follow the format in Exhibit K. Make sure that the final financial report includes the actual 

registrations for each category.  Update the spreadsheet for the actual revenues and 
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expenses for the conference. Be sure to amend the formula in the average column so 

that the correct average is calculated.  This information will be helpful for future 

conference hosts.  The summary of the conference budget should be entered on 

Appendix N. 

 

Conference Guide Update 
The purpose of the guide is to help future host communities.  If you find there are 

areas of improvements needed on the guide, submit any recommended changes to the 

Past President Committee chair who will update this guide.  This should be done by the 

end of May (spring) or November (fall). 

 

Resources 
The Wisconsin Chapter website, www.wisconsinapwa.net has many of the prior 

year’s conference information if you wish to review those documents. 

  

http://www.wisconsinapwa.net/
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Appendix A Conference Program Schedule 
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Appendix B Preliminary Budget 
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Appendix E Registration Forms 
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Appendix F Deposit Documentation Form 
                             

APWA Wisconsin Chapter 

Deposit Documentation 

     

Date   

     

Event   

     

Category Description Amount 

      

405 Registration Fees   

      

410 Exhibit Space Sales   

      

490 Sponsorship   

      

495 Contributions   

      

  Other   

     

Total Deposit   

   
Please provide deposit slips with this form to 
the Treasurer's attention at the end of each 
week so that all transactions can be properly 
recorded. 
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Appendix G Tax Exempt Certificate  
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Appendix H Expense Documentation 
 

APWA Wisconsin Chapter 

Expense Documentation/Check Request 

 

Date:________________________________ 

Event:_______________________________ 

Make Check Payable To:_____________________________ 

Send Check to:_______________________________________ 

                           _______________________________________ 

                           _______________________________________ 

 

Category Description Amount 

   

552 Board Travel  

   

600 Facility Costs  

   

605 A/V Rental  

   

615 Food & Beverage  

   

620 Transportation  

   

675 Speakers/Trainers  

   

680 Entertainment  

   

838 Printing/Production  

   

861 Awards/Door Prizes  

   

 Other  

                                    Total Expense 

 

 Please provide all receipts along with this form to the Treasurer’s attention 

 (Scott Brandmeier, sbradmeier@villageoffoxpoint.com) at the end of each 

 week so that all transactions can be properly recorded. 
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Appendix I Sponsorship Letter 
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Appendix J Schedule 
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Appendix K Thank You Letter 
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Appendix L Newsletter 
(Page 1 of 4) 

 

2016 Fall Conference- Janesville 

November 2-4, 2016 

Janesville Conference Center 
 

 

The City of Janesville is excited to welcome you to the 2016 Fall Conference at 

the Janesville Conference Center located in the Holiday Inn Express in beautiful 

Janesville. Please bring nonperishable food pantry items or toys to help those in 

need in the Janesville area.   

 

The conference begins with golf at the Janesville Riverside Golf course or a tour 

of Seneca Foods and the Conde Street pretreatment facility along with a drive 

through the state first diverging diamond followed with the usual “Get 

Acquainted Party” which will be held at The Venue in downtown. Transportation 

will be provided from the hotel. A Euchre Tournament to benefit the scholarship 

program will be held after the party. A separate Sheepshead game(s) will also 

be held on the side.  Both card games will be held at The Venue. 

 

Thursday and Friday will kick off with breakfast from the hotel for those attendees 

registered at the hotel. An area will be set aside for “First Time” conference 

attendees to meet with the Executive committee at breakfast. Throughout both 

days, there will be several opportunities to attend seminars and receive CEU 

credits.  We will be having a three track conference which gives ample 

opportunity to find a seminar of interest. 

 

Thursday night we will have our chapter banquet which will include the 

presentation of the 2016 scholarship winners. Our entertainment for the evening 

will be Glen Gerard Magic and Comedy. Please join us for a fun filled and 

exciting evening. 



 Issue #3 dated February 1, 2018        

Page 47 of 52 

 

Appendix L Newsletter 
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The Spouse/Guest program will consist of a tour of the K&W Greenery, Lincoln 

Tallman House and Helen Jeffris Wood Museum; create your own art on 

Thursday, downtown shopping and a tour of the Wisconsin Wagon factory on 

Friday. A raffle drawing will end the conference right after lunch on Friday.  

 

For more information, visit the Wisconsin APWA website and click on the “APWA 

Fall conference program” link on the home page.  We look forward to a 

successful conference and hope that you can join us.  
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Highlights from the 2016 Fall Conference 

By Paul Q. Woodard, Director of Public Works, City of Janesville 

 

The 2016 APWA Fall Wisconsin Chapter Conference was held November 2-4 at 

the Janesville Holiday Inn Conference Center in Janesville, Wisconsin and 

hosted by the City of Janesville Public Works Department and Past Presidents 

from Janesville.  After a heavy morning rain, 33 golfers got to enjoy a best ball 

and scramble golfing tournament at Riverside Golf Course with the foxes.  The 

traditional “Get Acquainted Party” was held at The Venue in historic downtown 

Janesville.  A large screen TV was set up to watch the Cubs play the Cleveland 

Indians in the final World Series ball game.  A small group played in a Euchre 

tournament to raise money for the Chapter’s scholarship program. 

 

The conference kicked off Thursday morning with a Chapter Conference First 

Timer’s Breakfast attended by over 10 first timers.  Past National President Brian 

Usher welcomed all conference attendees and gave us some insight into what 

is going on with National APWA.  Mark Freitag, Janesville City Manager, started 

the conference with a presentation on Leadership 101. 

 

Over the two days of the conference, over 29 speakers presented at 19 sessions, 

with attendees able to earn up to 9 continuing professional education credits.  

The triple track provided a wide variety of topics to choose from. 

 

The conference included 2016 Best in Public Works Projects of the Year 

presentations, a great presentation on Kayla’s Crew constructing about 

constructing an accessible playground and a dynamic discussion on Ethics. 

 

The Thursday night banquet was led by retiring member Maurie Rott who played 

an outstanding rendition of Beer Barrel Polka with his Humstrum.  The five annual 

scholarship recipients were also recognized.  Following the banquet, Glen 

Gerard entertained the group with his magic, illusions and comedy. 
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Spouses and guests were kept busy during the conference.  Patti Rott was the 

tour guide for the spouse program which included the K&W Greenery, Helen 

Jeffris Wood Museum, Wisconsin Wagon, lunch and shopping. 

 

The City of Janesville past presidents enjoyed hosting the 2016 Wisconsin 

Chapter Fall Conference.  We would like to thank the Chapter’s Annual and Fall 

Conference Sponsors for all their support of donations for the event.  In 

particular, special thanks to Angus Young & Associates for their assistance in 

managing the registration process. 

 

Thank you to all who attended the conference and we look forward to seeing 

you in just a few short months in Madison for the Spring Chapter Conference.  

Word on the street is that Eric Dundee from the City of Madison is planning a 

new and exciting version of the Spring Conference. 
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Appendix M Final Budget 
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Appendix N1Spring Conference Financing 
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Appendix N2 Fall Conference Financing 

 

 

 

 

 

NOTES: 
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