APWA Mailing List procedure

Background

Many organizations have requested to use our membership mailing list to advertise their events.  In the past the Chapter Board of Directors has allowed this for events that are public works related.  

Policy

The APWA mailing list can be used to distribute other entities announcements about public works related training or other special events with board approval.  The list will not be released electronically.  A web site link for event related information may also be requested and added to the Oregon APWA website, if approved, for public works related events.
Procedure for US Mailings
1. The entity must file a request with the Chapter President or Secretary for consideration by the Chapter Board.  The request shall include a copy of the flyer about the event to be sent and information about sponsoring agencies.  

2. The Board will take action to either approve or deny the request.  The Chapter President or Secretary will notify ESI of the Boards action.
3. The requesting agency shall provide enough copies of their mailer to ESI, who will then add mailing labels and post them.
4. The requesting agency will pay the postage and ESI costs for handling the mailing.

Procedure for e-mailings
1. The entity must send their request to the Chapter President or Secretary for consideration by the Board.  The request shall have the e-mail message or electronic flyer about the event and information about the sponsoring agencies.  

2. The Board will take action to either approve or deny the request.

3. The requesting agency will send the approved message document (a .pdf file or e-mail text) to the keeper of the chapter e-mail list, who will the forward the e-mail upon receiving instructions from the Chapter President or Secretary.  
Procedure for Posting Web Site Links

1. The entity must send their request to the Chapter President or Secretary for consideration by the Board.  The request shall have the web-link URL about the event and the web site URL for the sponsoring agencies.  

2. The Board will take action to either approve or deny the request.

3. If approved, the Chapter President or Secretary will forward the web site information to the Webmaster for addition to the Oregon Chapter APWA web site.
