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FOREWORD
This Manual contains Policy and Administrative Orders
gaverning the day-to—day operation of the Associated Fublic—

Safety Communications Officers, Inc.

Poli;ies are made by the Board of Officers subject to Execu-
tive Committee disapproval. FPolicies may be changed from time to
time in like manner. Such policies shall not be in caonflict with

the Constitution and Byl aws.

'Administrative Orders are made by the Board of Officers Qith
ﬁrior Executive Committee consent. Administrative Orders may not
be in conflict with Policy Orders.

This Manual shall be kept'in current condition by the Execu— i
tive Director and reviewed at each meeting of the Board of Offi—
cers and at each meeting of the Executive Committee.

The master copy of this Manual chall be kept in the Agsoci—
ation’s National Office. Dated copies or excerpts of those pages
of minutes of the meetings-of the Executive Committee and EBoard
of Officers in which changes, deletions, and/or amendments to
this Manual are made shall be entered in Section 3 of this Manual
and remain therein for a period not to exceed two (2) calendar
yvears from the date of each such change, deletion, and/or amendment.

Copies of this Manual shall bé distributed to the Executive
Committee, retained Counsel, and;retained CFrA. They may be made
available to others wham the Boaéﬁ of Officers considers have a

rights need to know.

-
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Corporate Statements

TO WHOM IT MAY CONCERN

The Associated Public—Safety Communications Officers, Inc., is a
volunteer membérship organization incorporated in the‘State ot
Indiana as a not—for—pro{it corporation;' and registered in the
State of Florida with headquérte}s offices in New Smyrna Beach,

Florida.

Organized since January, . 1935, the objectives of the Association
are to foster the development of the art of public safety
communications by means of research, planning, training, and
educatioh; to promote cooperation between federal, statg and
local governments and related activities in the area of
communications; to represent it’s members before regulatary agen-—
cies and other policy—making bodies as may be appropriéte, and
through these efforts strive toward the end that the safety of
human life. the protection of property, and the civil welfare,rbe

benefited to the utmost degree.

The books and records of this Asseciation are open for inspection
upon proper notice and request fram responsible persons who

satisfactorily document a riaht, or reasonable need, to know.
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All applicants for employment and employees shall be given
equal opportunities for employment and advancement regardless of

age, race, color, religion, national origin, or sex.

The . following pracedures have been adopted in order to

assure that the Association’s basic policy is followed in day—-to-
day employment and pfomotion decisions. These Qecisions may, of
course, be supplemented as appropriate in particular instances to
assure- the fullest pra:ticablg implementation of the Associa-—
tion”s equal opportunity employment. policy.

First, the Executive Director and any other staff membets
responsible for employment and promotion decisions shall be made
fully -aware of the Association’s equal opportunity employment
policy ‘and directed to make every reasonable effort to assu?e the
cffective implementation of this policy.

Second, thé Executive Director shall advise &l1 other
employees of this policy throuéﬁ memoranda and prominently
displayed notices which shall also inform them of the agencies to
notify if they believe they have been discriminated against (see
text attached hgreto as Appendix A).

Third, the_Executive Director shall periodically review jab
discriptions, including qualification reqgirements and pay raises,
to assure flexibility to employee worlk assignmeatsl sao as to
mavimize each employee’s aopportunities for promotion consistent

with his interests and qualifications.

e



Fourth, all employees shall be given equal opportunities for
overtime work to the extent that it exists and they are qualified
to perform the work.

Fifth, job applicants shall be advised of this equal
appartunity employment policy, and the agencies to contact if
they Ffeel they have been discriminated against, through notices
on employment application forms and posters displayed in the area
where job applicants are received (see text attached hereto as
fppendix A).

Sixth, in recruiting émployees throuéh schools and -other
local institutions and sources, the Executivé_Director shall take
any steps necessary to assure that neither minority group memﬁers
nor women are excluded from the total recruiting process as a
résult of the enrollment or membership policies o% individual
institutions and groups contacted.

Seventh, the Association makes only limited intermittent use
of mass media advertising to recruit new employees. However, such
advertisements shall note the Association’s equal opportunity
employment policy.

Eighth, the Executive Director shall periodically contact
community leaders and others particularly well suited to refer
qualified minority and female job applicants and encourage these
persons to refer such job applicants to it.

Ninth, the: Executive Director shall encqurage- present
employees to refe} minority and female ;ob applicants.

Tenth, tests or other employee selection and evaluation

technigues which discriminate against minority or female




applicants or employees shall not be utilized.

The Association does not normally recruit job applicants
through employment agencies. Further, its employees are not
unionized and no seniority practices exist. However, should these
circumstances change, the steps outlined helow will be taken, as
may be appropriate, to assure that any new personnel practices in
these areas are fully consistent with this equai opportunity
employmeﬁt policy: ’

girst, to the extent that employment agencies may bg
utilized ‘in the future; they sﬁall be advised of this equal
opportunity employment policy and encouraged to fefer qualified
female and minority group j;ob applicants.

Second, to tﬁe extent that senibrity pracfices_may be adopt-
ed in the future, steps shall be taken by the Executive Director
to assure that such practices do not have discriminatory effect,

Third. to the extent that employees may be unionized ?n the

future, the Executive Director shall work with union leadership

to implement fully this equal opportunity employment policy.

10
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Appendix A

Notice Of
£qual Opportunity Rights
In The

Associated Public*Safety_Connuni¢ations Officers, Inc.

EMPLOYMENT DISCRIMINATION BECAUSE OF AGE, RACE, CoLOR, RELIGION,

NATIDNAL_GRIGIN, OR SEX 1S PROHIBITED.

THE ASSOCIATION IS COMMITTED TO A FPOLICY OF NON-DISCRIMINATION IN

1T’S EMPLOYMENT AND PERSONNEL PRACTICES.

1IF YOU BELIEVE YOUR EQUAL OPPORTUNITY RIGHTS HAVE BEEN VIOLATED,

vyOU MAY NOTIFY OTHER APPROPRIATE FEDERAL, STATE, OR LOCAL AGENCY.

it
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GOALS

This Association shall strive continuously to develop and pursue
comprehensive public safety telecommunication goals. Such goals
shall be made a part of this Manual in the' immediate follawing

pages.
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NATICONAL PUERLIC SAFETY TELECOMMUNICATION GOALS

1. " Every citizen shouldrhave available the means of readily
éccessing public safety emergency resources from home, public
place, and vehicle while in motion an public streets and

highwayé.“

2. * Every public safety employee engaged in high risk
activities should have the capability to intercommunicate in his
and .in like telecommunication systems of his community, and on

an emergency basis with such systems in contiguous cammunities. "

3. “ Every law enforcement officer should, in acceordance with
ectablished security requirements and in the proper discharge af
his duty have the capability to immediately access criminal

justice and related data wherever stored in the United States.”

e
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ASSOCIATION GOALS AND OBJECTIVES

1. Form working chapters that respond to all public safety
telecommunication needs in every state in the wunion and its

possessions.

2. Form and work with associated groups in other countries

whose borders are contiguous to those of the United States.s

—_

S. Cooperate and work with organizations representing other

land mabile radio users.

q, Provide a representative technical and management informat-

ion exchange service.
o. Frovide support to Chapter meetings and Regional Conferences.

6. Develop and make available job performance standards and

provide a registration service for related positions.

7. Develop and provide a continuing educational program consis-

14



ting of regularly =cheduled seminars and courses in the areas - of
system technology, operations, planning, procurement, and manage—

ment.

8. Develop and manage a sel f—-supporting national public safety
frequency data base and provide a national public safety frequen—

cy coordination service on this basis.
9. Conduct Annual Conferences and Trade Shows
10. FProvide the requisite National Office Staff for the above

purposes.

GoAL 2: - Build and maintain the necessary headquarters facilities
to house the operations necessary to accommodate the ‘objectives

as reached.
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FUBLIC AND REGULATORY MATTERS

1. Association stated positions in regulatory matters other
than those contained in docket comments shall be made a part of

this Manual in the immediate following pages.

2. Association public_statements used in the conduct of other
than regulatory affairs shall be made a part of this Manual in

the immediate following pages.

G4
-t

The above—-mentioned such statements shall remain a part of
this Manual until removed by action of the Board of Officers in
concurrence with the provisions stated in the Foreword of this

Manual.

16
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NATIONAL LAW ENFORCENENT:EHERGENCY CHANNEL

1 is the product of an

The National Law Enforcement Channe
APCO  effort. An AFCO public stafement Guideline for use of the

channel has been written and is available.
The AFCO Board of officers is studyind the possibility of

converting the Guideline to actual policy-

17
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THE aPCO PROJECT SERIES

A Frogram Category

The Project Series Foundation has been a landmark structure . of
the ﬂssoc1ated Fublic—Safety Commun:cat;ons Officers (APCO),
since the Foundation’s introduction in the December, 1965 issue

of the Association’s official publication, the APCO Bulletin.

The APCO Project Series Foundation from this date forward is to
be known as the APCO Project Series. As such, the APCO Project

Series provides a change in .entitleqenf, reestablishment of
purpose, and guidelines for a definitive on—going APCO program

whose ob jective and hethodé are herein described.

The enablement of this entitlement pas no effect upon past-agree~
ments and or understandings which are based upon the -fokmer
FProject Seriéé Foundation. On—going such arrangements are subject
to idinterpretation and amendmeht as may be required to carry aut

the purposes of this instrument.

fhe Associated Public-Safety Camamunicatioas Officers, Inc.,
(APCO) is a not for profit association of national stature. It is
incorporated in the State of ;ndiana and rggistered in the State
of Florida. Its executive Headquarters are domiciled at New
Smyraa Beach,  Florida. A description of the Assaciation and its

operations are maintained in a publication , & copy of which as

18 -



it may be amended from time to time is attached to and is part

and parcel of this instrument.

AFCO’s purpose, as expressed in its Constitution and Byl aws, is
that of fostering the development and progress of the art of
public safety communications. HMajor efforts in that direction
require definitive accountability and management. The Associa-
tion’s experience, as in most such organizations, is that the
need explicit -in its purpose usually éxcéeds its available re-—
sources. External resources sympathetic to this purpose exist.
The APCO Project Series prnvidés the vehicle with which to appro-
priately join these several capabilities which, thbugh engaged in

the same area of need, serve different purposes.

1. Goal:

The APCO Project Series provides a category For

exceptional efforts and a means by which gavernmental agencies,

foundations, profit and non-~profit corparations, and other or-
ganizations énd individuals with interésts in the public safety
telecommunications field, may sponsar and cooperate in such AFCO
enterprises in specific manners which are consistent with the

Association®s character.

2. Ob jective: The objective of the Froject Series is that
of providing a specific formal means o;:
(1) Identifying and analyzing needs
(2) Proposing resolutions of needs on a Froject basis
(3) Registering and recording such Frojects

(4) Ranking future frojects according to need

19
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(5) Determining Project resource requiremnents

(&4) FResearching methods and resources

(7) Soliciting external compatable resources

(8) Receiving and evaluating unsaolicited proposals
(9) Proposing and formalizing agreements

(10) Initiating and managing Projects

M

Requirements:

(1) Any proposal of singularAmerit which concentrates
on resolving a specific need and whose cost, type, and leve; af
effort requires jndividual accountability and management ma;
quaiify as a Project under this program.

(2) Unless 0£Heﬁwisé waived by the Board of Officers,
Project proposals shall be presented to the Board and to otheks
as may be desired in a formal format approved by the Board of
Officers or as may otherwise be acceptably required by others.

() Such proposals which meet the two immediately:above
requirements of this program are qualified in the Project Series
cgtegcry.

(4) Projects may be wholly sponsored by (a) AFCO, (b))
wholly by aothers appropriately meeting these requirements, or
(c} within these merits Projects may be co—sponsored by both
APCO and such others. Support in these instances may cansist of
grants, gifts, other funds, and other gpplicable resources.

(S) Projects proposed to bp sponsared in the first
above instance (a) require the prior hpproval of the AFPCO Eoard
of OQOfficers and 1in the remaining above instances the prior

approval of the Executive Committee is required.

20



(6) FProjects shall be managed by APCO. Project prog-
ress reports will be made in the manner and at the intervals
stated in the Froject proposal. Sponsors other than AFCO may
take active part in their sponsored Frojects as may be
specifically agreed upon beforehand. .

(7) Projects shall not be used to advertise or promote
the products or services of commercial sponsors.

(8). Activities meeting these requirements come within
the jurisdiction of the APCO Project Series and and shall be

conducted in the manner thereof.

4. ng£D§Q§=

(1)  The Project Series program shall be a function of
the National Office of APCO and a responsiblity of the Executive
Director.

(2) Project proposals originated by APCO, when avail
able for sponsorship by others, will be made known in a ménner
which assures equal access to such Project information. Sponsor-
ships will be awarded in a fair and equitable manner in accord-
ance with normally acceptable contractual practice, based on
AFPCO’s sole judgement and evaluation of its needs.

(3) FProject proposals, or Froject ideas designed to
be jointly developed with APCO into formal Project proposals, may
be submitted by others desiring a sponsorship. During any suﬁh
acceptance or developmental period, or thereafter during any such
project implementation period, applications by others seeking
sponsorships for same such purposes shall be denied unless other—

wise agreed upon by &all parties concerned.

21



4) Simultaneous sponsorship applications for same
purposes will be judged and awarded or rejected by AFCO on the
basis of their merits as, in APCO’s opinion, they best meet the
needs of the Association.

(5) AFCO will recognize sponsors at every opportunity
in general terms and specifically as may be agreed upon provided
such recognition does not, in APCO’s opinion, constitute adver-—

tising and promotional efforts. .

This document constitutes the whole sum and substance of the
APCO Project Series program regardless of any other statements or

claims otherwise expressed or implied.
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MEETINGS
The Board of Officers is required to meet:

1. The day prior to the required Executive Committee meet-—
ings. The required Executive Committee meetings are Held the day
prior the opening of the Annual Conference, and, "on an annual
rotating basis, the day prior to eacg of the four Regional Con-—
ferences, not including the Region in which an Annual Conference
is being held.

2. When called by the President.

3. Upon a majority de?ision of the members of the Board.

4, Upon a majority decision of the members of the Executive

Committee.
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STANDING COMMITTEE MANAGEMENTX

managed by:

PRESIDENT

Operating Procedures Committee

managed by:

'President—glgg;

1. Nominating

2. Commercial Advisory
3. Emergency HMedical
4. Preparedness

5. Highway Maintenance

% Other than Standing Committees as may be assigned.

managed by:

ist Vice-President

managed -by:

Law Enforcement Ser.
Fire Service
Frequency Advisory

Forestry/Conservation

K
o

i.

2.

3.

4.

2nd Vice—-FPresident

Regqulatory
9-1-1
Governmental

Telecaom Mgt
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CONTRACTUAL AGREEMENTS

1. There shall an Executive Director. There shall be a
letter of personal’ services employment agreement between this

Association and its Executive Director.

2. There shall be a Deputy Executive Director(s). There shall

be a letter of personal services employment agreement bet-

‘ween this Association and its Deputy Executive Director(s).

3. There shall .be a retained regulétory legal Counsel. Theré;
shall be a letter of pérsonal services agreement ‘beﬁween this
Association and its retained regulataory legal counselor. These
services are normally available only to the President, Executive

Director, and Chairman of the Regul atory Review Committee.

4. There shall be a retained CPA firm. There shall be a letter of
personal services agreement between this Association and its
retained CPA firm. These services are normally available only to

the President and the Executive Director.

S. Agreements entered into between this Association and the
persons or firms mentioned herein shall be entered immediately
behind this page and become a part of this Manual during the time

they are in effect.



BETTY W. KELLY
CERTIFIED PUBLIC ACCOUNTANT

43 NORTH BOULEVARD DELAND, FLORIDA 32720
TELEFHONE (304] TI4-4360

April 16, 1986

Robert Tall, Executive Director

Associated Public-Safety Communications
Officers, Inc.

P.0. Box 669 . -

New Smyrna Beach, 32069

Mr. Tall:

This will confirm my understanding of the arrangements for my-
examination of the financial statements of Associated Public-Safety
Communications Officers, Inc. for the year ending March 31, 1986. :

I will examine the:Association's balance sheet as of March 31, 1986, and
the related statements of support, revenue and expenses and changes in
fund balance and, statement of changes in financial position for . the
year then ended, for the purpose of expressing an opinion on them. My
examination will be made in accordance with generally accepted auditing
standards, and accordingly, will include such tests of the accounting
records and such other auditing procedures as 1 consider necessary in
the circumstances.

My procedures will include tests of documentary evidence supporting the
transactions recorded in the accounts, tests of the physical existence
of inventories, and direct confirmation of certain assets - and
liabilities by correspondence with selected customers, agencies,
creditors, legal counsel and banks.

At the conclusion of my examination, [ will request certain written
representations from you about the financial statements and matters
related thereto.

My engagement 1is subject to the inherent risk that material errors,
irregularities, or illegal acts, including fraud or defalcations, if
they exist, will not be detected. However, I will inform you of any such
matters that come to my attention. ’

I will prepare the Annual Return of Organizations Exempt From Income Tax
(Form 990) for the fiscal year ended March 31, 1986. ;

I will be available during the year to consult with you on proposed
transactions and contemplated changes in business policies.

My fees for audit services and preparation of the federal tax reiurn
will be at my regular rates, plus out-of-pocket expenses. An invoice
will be presented monthly and payment is due upon presentation. My fees
for consultation and services deemed additional to the above will be at
my regular rates and are payable when rendered.




Page two

Associated Public-Safety
Communications Officers Inc.
Engagement Letter

April 16, 1986

Schedule of hourly rates:

Betty W. Kelly, C.P.A.
William C. Kelly Jr., C.P.A.

Other personnel:
Staff accountants
Clerical

If this letter correctly expresses your understanding,
enclosed copy where indicated and return it to us.

Sincerely,

o - ity

Betty W. Kelly
Certified Public Accountant

ACCEPTED BY:
r/ufz’.,ﬁ,

Robert Tall, Executive Director

$60.00 -
50.00

30.00
20.00

please sign the
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Associated Puwitc-Safety Communicatiows Officers, [nc.
It°s a privilege to be'ong to AP CQ
PRESIDENT ERNEST J. LANDREVILLE SECOND VICE PRESIDENT
SANFORD H.SMITH JOSEPHW_GALLELL)
DRAWER W.2 EXEZUTIVE INRECTOR NEW YORK STATE POLICE
CITY OF GREENSBORO STATE CAMPUS BUILDWWG HO 27
GREENSBORO, NOATH CARQLINA 27402 POST OFFICE BOX 669 ALBANY. NEVS YORNR 10226
105 CANAL STREET .
PAESIDENT-ELECT .
NEW SMYRNA BEACH, FLORIDA 32069 1980 NATIONAL CONFERENCE CHAIRMAR
HENAY L. CRUTCHER
TELECOMMUNICATIONS SYSTEMS MANAGER . x:g:‘rg‘; JOHN E. SIMMONS
POST OFFICE 8OX 2390 P.O. QOX 3481
SACRAMENTO, CALIFORNIA 95811 PHOENIX, ARIZONA 85030
FIRST VICE-PAESIDENT ' 1981 NATIONAL CONFERENCE CHAIRMAN
RUSSELL V. ROBINSON WIiLLIAM D. WILDER
1300 BEAUBIEN STREET
DETAOIT. MICHIGAN 48226 June 17 » 1980 m&mEVATB‘A&' a3
TO: Board of Officers

FROM: (f%é{ Executive Director

SUBJECT:  APCO Legal Services

On June 16, 1980 Mr. John Lane of the Washington Law firm of Hedricks and Lane
visited the National Office to discuss the types of legal services his firm provides.

Mr. Lane emphasized that his is a general law practice, not limited to matters pending
before the FCC. His firm represents clients in many proceedings involving federal
agencies, including appearances before the Contract Review Board, Court of Claims,
Internal Revenue and others. The firm has represented Motorola in several filings
pertaining to the need for additional spectrum for land mobile, but is not retained

by them on a continuing basis. It currently represents Westinghouse and several
non-profit organizations including the National Academy of Sciences.

Mr. Lane praised the quality of the APCO FCC filings he had been provided. He also

observed that beautifully worded briefs and petitions achieve very little unless the
filing organization takes the Government to Court to back up its argument. He noted
APCO's lack of participation in litigation and indicated that as long as Regulatory

agencies are certain APCO will only file comments and never go to court that little

is gained by our efforts. .

Mr. Lane said he recognizes there would be a learning process for his firm it it were
to begin representing APCO. His approach would be to cultivate political support for
public safety, looking towards bringing Congressional pressure to bear upon the FCC
to end efforts to include public safety in any schemes for spectrum auctions or
spectrum value fees. Mr. Lane said he would anticipate per hour charges less than
our present legal cqgégz_ He would want to jointly develop a strategy or some long
range objectives which APCO wishes to pursue in the Regulatory area, and then use
contacts {Congressional, Political and FCC) and legal resources to attain that goal.

2ead the APCO Bulictin “ad moathly and dedicaled 1o the amprovement of il Torms of Public-Safety Communications.
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Mr. Lane would like to represent APCO. He said that although we are not_an affluent
.client, we do lend a high degree of credibility and prestige to any law firm
representing us. Because of this, APCO is a highly desirable client.

Mr. Lane has a history as a legislative assistant on Capitol Hill prior to entering
private practice. He owns and uses as a part-time office, his condominium here in

New Smyrna Beach. He would find a pleasant cost effective working arrangement to

meet here at the National Office on APCO matters if he represented us. He specifically .
stated that in representing non-profit organizations, he does not charge fees to_atteond
and participate in meetIhgs and Conferences. He considers this to be Lis contribution

to the cause.

The meeting with Mr. Lane was most congenial and helpful. In briefly discussing our
current LEAA audit, Mr. Lane indicated he felt APCO has a strong case, and if we are
unable to amicably and satisfactorily resolve audit questions, he would be pleased to
represent the Association in this matter. If for no other reason, this point makes -
the establishment of contact with Mr. Lane most worthwhile in my view.

To verify his reputation 1in Washington, Mr. Lane suggested I contact Commissioner
Robert. Lee, Senator Hollins, or any of the FCC Commissioners including Chairman _
Ferris. He reaffirmed his desire to help APCO establish a dialog with the Commissioners
as a means to attain our objectives, rather than taking the formal £1ling route we

have followed in the past. :

Mr. Lane struck a familiar note, one which Mr. McMillian has often stressed. He said
APCO should become well known to Congressional and Commission leaders so that the
need for protective FCC filings becomes less frequeant.

This memorandum .can be a matter for discussion at the October 1, 1980 Board meeting
along with my June Sth memorandum pertaining to Mr. Morgan O'Brien.
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CONFERENCES

There shall be a Conference Manual. It shall be applicable to
both Annual and Regional Conferences. The Manual shall contain
those rules and regulations necessary for the successful conduct

of such meetings.

The +following passages are excerpts from the Conference Manual.
They +faithfully follow the requirements of the Manual but are
condensed and listed here as a matter of convenient reference by

"the Board and Executive Committee. As Such,_-they‘_cqnstitute

CONFERENCE POLICY

i. The 1local Hast Chapter of an Annual Conference shall be
entitled to 10%Z of its Annual Conference revenue which exceeds
%10,000 of net proceeds. Net proceeds are thése Conference  funds
remaining after all Conference expense has béen satisfied and a

final audit made.

—

z. Up to a total of 1000 copies of the appropriate Annual
Conference issue of the BULLETIN shall be furnished to each
annual Conference Committee. These copies shall be displayed and
made available at no cost to Conference attendees. The Natianal
Office shall bill the local Annual Conference Committee for these

at the rate of $Z per copy plus transportation caosts.

-
=
~—

. Travel costs incurred by Board members, authorized

employees, and others as may be indicated by the Executive



Director, shall constitute proper expense chargeable to the
Conference, Such costs shall, among others, include those
incurred during the planning, attendance, and post adjiournment

affairs of such a Conference.

4. Mailing, handling, and publicity costs incurred on behalf of

an Annual Conference constitute expense for such Conference.

S. The Tqastmaster' for the Annual Conference shall be named by

the Board of Officers.

b. Thére shall be no featured speaker at an Annual Conference
Banquet unless otherwise specifiéally'approvéd by the Board  af

Officers.

7. Preparation of the Annual Conference program shall be a duty
of the Executive Director subject to approval of the Board of

Officers.

8. Annual Conference registration and other such fees shall

require approval of the Board of Officers.

Q. Not more than twelve persons shall sit at the Opening
Breakfast head table of an Annual Conference. Among them shall be

members of the Eoard of Officers.

10. Unless otherwise authorized by the Board of Officers, only
the memﬁers of the EBoard, the Executive Director, the Conference
Chairman, the Tcastmaster, and their wives or other as may be
appropriate, shall sit at the head table of the Annual Conference

Banquet.



11. A& luncheon for Life Members shall be held during each

Conference as a token of appreciation for past services to AFCO.

12. The July issue of the BULLETIN shall be the official
Annual Conference issue and carry the Conference Frogram. The
August issue shall carry exhibit area news. The September issue

shall be the first official issue of the new Administration - and
carry the Conference Story. Resolutions proposing to amend the
Constitution and/or BylLaws of the Association, when approved by
the Board aof Officers, shall be carried:in the issue of the

BULLETIN being'prepared following fhé'date of such appfoval.

13. Evening attire shall be worn by-those at the head tablg.
Black tuxedos, black bow tie, and white shirts shall be worn by
0{+icérs and Toastmaster as may be appropriate. The cost af such
Officer/Toastmaster attire shall be an Annual Conference expense

not to exceed $150 per persan.

14. The immediate Past-President’s wife may entertain the new
President’s wife at a lunchecn on the day after the Conference
adjournment. Such luncheon shall be limited to the wives of the
BEoard members, Conference Chairman, Executive Director, and Coun-—

cel.

15. The Eoard of Officers shall sit as the Annual Conference

Awards Committee.

16. A plaque shall be presented to the Annual Conference Chairman

alang with a gift whose value shall not exceed $300. This award




shall be made during the Annual Banquet.

17. A plague shall be presented to the immediate Fast-Fresident
along with a gift whose value shall not exceed %600. This award .

shall be made during the Annual Banquet.

18. The Annual Conference Committee operating fund shall be
handled as an impréss petty cash fund:

1. Limits shall be set on size and type of purchases
that can incurred_without prior approval of the Ex-
ecutive Director.

2. _As above on expenditures.

3. All receipts shaif be forwarded to the National
Office at the time and in the manner'desiénated by

+he Executive Director.

1?. Regional Conferences are hald by Regional Consortiums
consisting of participating Chapters in a -given Regionf The
Association cooperates in such functions but has no liability
with regard to function or monetary support. Details will be
found in the Regionai- Conference section of the Conference

Manual.
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CHAPTERS

The Roard of Officers may charter Chapters.

The Executive Committee may cancel a Chapter Charter.
Individual Chapters are independent financially responsible
affiliates of the Association.

The Executive Director acts in a staff capacity in serving
the negds of the Chapters and Cpﬁmittees.

There shall be a Chapter Officer’s Manual. It shall be kept

up to date by the Executive Director subject to-review~ at .

least once per fiscal year by the Board of Officers. This
Manual shall contain Association requirements and their
explanations to the extent necessary to provide appropriate
assistance to Chapter Gfficers in the fulfillment of .their
duties. One such Manual shall be issued ta each Chapter
Secretary. Amendments, changes, additions and/or deletions
made to this Manual shall be provided to such Officers

within 45 days of their occurrence.

Z0
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EXFENSE AND REIMBURSEMENT — OFFICERS.

Reasonable and proper expense associated with the operation of

this Association shall be reimbursable as praovided below.

1. Telephone credit cards shall be issued to members of the

Board of Officers, and the Executive Director who may issue them.

to other employees. Credit cards are to be used only for official

Association business.

2. Amer1can Express credit cards shall be 1ssued as above. These'

cards are to be used to the extent poss1b1e {or authorxzed AFCO
purposes only. The cards must be returned to the National Office
at such time as the above—-named persons no laonger are qualified

by reason aof change in office or employment.

—

F. Authorized Transportation:

a. Travel by means of scheduled air carriec will

be via less than first class accommédations unless: (1) otherwise
previously authorized by the President or Executive Director as
may be appropriate, (2) such accommodation is not available, (3)
total one—-way flight time amounts to three or more hours.

b. Travel by train will be made by coach except
for  overnight travel which will be made by roomette unless such
accommodation is not available. Use of rail travel of more than
eight hours requires prior approval by thé'President or Executive
Director as may be appropriate.

c. Travel by private automobile including toll




costs will be reimbursed at the same rate as that provided by
federal regulations.

d. Authorized persons may hold individual member-—
ships in not more than two airline clubs in order to better

accommodate prolonged waiting periods in crowded airports.

S. Entertainment: Entertainment costs must be reasonably
justifiable. Such costs will bé ke&iewed,from time to time by the

Board and by the'Executive-Director as may be:appropriate;

6. Spouses: The costs of the spouses or other as the case may
appropriately be of the members of the Board and the Executive
Director attending an Annual Conference shall be an expense of

the Association (see Conference Manual).

should be made by means of the AFCO Travel Flan (see Contractual
Services). Such travel arrangements will be made by the National

Office upon request.

8. Travel Insurance: Common carrier travel insurance 1is

automatically provided via American Express credit card.

9. Documentation: Originals of charge slips, credit:card or
othe?wise, must be affixed to properly executed expense reports

(sample copies of which are included herein). Such documentation

should be sent to the National Office within IQ¢ days of the date

.
J




of return to point of departure.
ény reimbursable expense for which no receipt is ‘available
shall be logged in the “detail” section of the expense farm 1in

the following manner, as an exaaple:

Date Item No. Amount Iliem Location
3/11 10 $1.00 Tip,Sky Cap K.C fprt
3I/12 03 $3.75 tunch St t.ouis

3712 12 $4.25 - Parking . sLC

“Properly egecuted“ is defined as (1) identification of.
‘,'ﬁdrpose of trips; (2) .all pertinent eﬁpensé categories are filled
in; (3) extensions are carried forward; (4 date; (5 claimant’s

signature; (6) ‘claimant’s address, etc.

..

Exéépt where otherwise prearranged, pgymént for 1lodging
shall be handled by the traveler, and the necessary receipts

submitted with the travel reimbursement form.

10. Review: Requests far reimbursements other than his awn shall
be reviewed by the Executive Director subject to review by the
Fresident. The Executive Director’s requests for reimbursement

shall be reviewed by the President.

e




costs will be reimbursed at the same rate as that provided by
federal regulations.

d. Authorized persons may hold individual member-—
ships in not more than two airline clubs in order to better

accommodate prolonged waiting periods in crowded airports.

4. Subsistence: Subsistence expense will be reimbursed at actual

.cost.

5. Entertainment: Entertainment costs must be reasonably
.justifiable. Such costs will bé fe&iewed,from time to time by the

Board and by thelExecutive-Director as may befappropriate;

&. Spouses: The costs of the spouses or other as the case may
appropriately be of the members of the Board and the Executive
Director attending an Annual Conference shall be an expense of

the Association (see Conference Manuall.

should be made by means of the AFPCO Travel Plan (see Contractual
Services). Such travel arrangements will be made by the National

Office upon request.

8. Travel Insurance: Common carrier travel insurance 1is

automatically provided via American Express credit card.

9. Documentation: Originals of charge slips, credit.card or
othe?wise, must be affixed to properly executed expense reports

(sample copies of which are included herein). Such documentation

should be sent to the National Office within 30 days of the date

=2
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of return to point of departure.
Any reimbursable expense for which no receipt is ‘available
shall be logged in the udetail® section of the expense form 1in

the following manner, as an example:

Date Item Ng. Amount Item Location
3/11 10 $1.00 Tip,Sky Cap K.C Aprt
/12 03 $3.75 Lunch St Louis

3712 12 $4.295 - Parking . S1.C

“Properly executed“ is deflned as (1) identification of
"'purpose of tripy (2} all pertinent expense categories are fxlled
iny (3 exten51ons are carried forward° {4y date; (I claimant’s

signatuce; (6)-cla1mant'5_address, etc. v
Exeept where otherwice prearranged, peymént for lodging
shall be handled by the traveler, and the necessary receipts

submitted with the travel reimbursement form.

10. Review: Requests for reimbursements other than his own shall

be reviewed by the Executive Director subject to review by the

President. The Executive Director’s requests for reiabursement

chall be reviewed by the President.

b
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APCO WEEKLY EXPENSE REPORT

WEEK

ENDING

FROM

TO

TO

A9

EXPENSE

DESCRAPTION

SUNDAY MONDAY

/[ /[ /

TUESDAY

/

/

WEDNESDAY

/[

THURSDAY

YAy

FRIDAY

/

SATURDAY

a4

TOTALS

LJROOM

2.|BREAKFAST

3] LUNCH

4, |DIHNER

5. PLANE/ TRAIN FARE

6 {TAXI & LIMO,

7. JAUTO EXPENSE

s.| TELEPHORE

2| ENTERTAINMERT

104TIPS

11 LAUNDRY-VALET

12 pARKING

. TOTALCASH SPENT|

TEM
DAYE s

DETAIL: AUTO MILEAGE — EXPE

TTT 1T

CHARGE NUMBER

} LIST ONLY ITEMS CHARGED TO COMPANY HERE ¥

AIRLINE / CAR RENTAL CHARGED TO COMPANY (IF CASH PALD, ENTER IN ITEM

S OR 7 ABOVE)

AMOUNT

FURFOAE
ar TeLF

TOTAL CASH & CREDIT CHARGES

CASH SET TLEMENT

¥.For accounrive use &

CASH AD_VANC!ED

CASH EXPENDED

CREDIT ACCOUNT

DUE COMPANTY

DUE EMPLOYEE

APPROVED

APPROVED

SICHED




._-.-" .

August, 1986

CONSTITUTION AND BYLAWS

(behind this page)




Section 2:

ADMINISTRATIVE ORDERS
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ADMINISTRATION FUNCTIONAL ORGANIZATION CHART

{behind this page)
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EXECUTIVE DIRECTOR

The Executive Director is the Chief (paid) Operating Officer of
the Association. His responsibilities, authority, and duties are
spelled out in detail in Section 1:5 of this Manual. In addition,
however, there are times during the course of events when the
Eoard of Officers feels it necessary to (1) more clearly define
the Executive Director’s authority to others and (2) endow him

with additional authority when a specific occasion requires it.

This portion of the Policy Manual is estaﬁlished for, this
purpose. Such specific authorities and orders shall be piaced
immediately behind this page and they shall remain there and in
effect until they are amended or rescinded by the Board of 0%%?—

cers.

[



POLICY ADOPTED BY BOARD JANUARY 28, 1986

RELATIONSHIPS WITH OTHER ORGANIZATIONS

There are in effect "memoranda of understanding" or similar agreements
currently in effect between APCO and the American Radio Relay League, the
Federal Emergency Management Agency, and the Forestry Conservation Communi-—
cations Association. Copies of these agreements follow this Policy State-
ment.

It is the Policy of APCO that the Executive Director seek and pursue
simjilar agreements witﬁ other organizatious with interests of mutual con-

" cern. Specific organizations with which discussions have been initiated

are the International Association of Chiefs of Police; the Natiocnal Sheriff's
Association; the International Bridge, Tupnel & Turnpike Association. This
Policy is not limited to those organizations, however.

No such agreements reached under this Policy authorization may be signed
by the Execufive Director without specific approval of the Board of Officers

and the Executive Committee.
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MEMORANDUM OF UNDERSTANDING BETWEER

AND THE AMERICAN RADIO RELAY LEAGUE, INC.

FOREWORD

The Associated Public Safety Communications officers, Inc. {APCO} and the
american Radio Relay League, fnc. (ARRL) share the common bond of communications
in the public interest. APCO is made up of Law Enforcement, Fire and Public
Safety Communications personnel whose primary responsibility is the management,
design, maintenance and operation of communications facilities in the public

domain.

The ARRL is a non-commercial association of radio amateurs bonded for the promo-
tion of interest in Amateur Radio communication and experimentation, for the
relaying of messages by radio, for the advancement of the radio art and of the
public welfare, for the representation of the radio amateur in 1egislative'mat—
ters and for the maintenance of fraternalism and a high standard of conduct.

While the members of APCO are charged with responsibility of communications in
the public interest as professional members of the public safety community, 2
primary responsibility of the Amateur Radio Service, as established by Part 97
of the Federal Communications_Commission's regulations, s the rendition of
public service comnunication for the general public, particularly in times of
emergency, when normal communications are not available.

APCO has, since its inception, taken the lead in establishing jnternational
standards for pubTic safety communications. Through Rational Headquarters and
State Chapters, APCO strives for professiona]ism-and continuity of com-
munications through education, standardization and the exchange of information.

Organizing and coordinating Amateur Radio operators in the amateur frequency
bands, the ARRL has been serving the general public directly and government and
relief agencies for more than 50 years. To that end, in 1935 the League organ-
jzed the Amateur Radio Emergency Corps (now called the Amateur Radio Emergency
Service —— ARES). In 1949 the League created the National Traffic System (NTS).
Together, ARES and NTS comprise the League's public service Field Organization
of volunteer radio amateurs. As jeaders and representatives of radio:amateurs,
the ARRL has- responsibilities in motivation, education, policy and leadership in
promoting Amateur Radio functions in the public service, especially jn times of
emergency when the resources of radio amateurs may be the most syrvivable com-
munications available. ’

1. Purpose

The purpose of this document is to state the terms of a mutual agreement between
the ARRL and APCO that will serve as a broad framework within which volunteer
personnel of the ARRL may coordinate their facilities and equipment with APCO
members and their agencies for disaster communications. . -

11. Definition of Disaster

The definition of a disaster will be the responsibility of the Public Safety
Agency to be se‘ved and the ARRL Emergency Coordinator rendering that service.

puan T
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It will be understood and agreed that members of the Amateur Radia Emergency
Service will neither seek nor accept any duties other t+han that of Amateur Radio

comnunications.

II11. Method of Cooperation

In order that the communications facilities of the ARRL Amateur Radio Emergency
Service may be coordinated and utilized to the fullest advantage during
disasters and emergencies, APCO and the ARRL agree to the following:

A. Through its national headquarters in Newington, Connecticut, the ARRL
will maintain liaison with the APCO headquarters in Rew Smyrna Beach, Florida,
<o that there may be the closest possible cooperation in emergency com-
munications planning and in the coordination of Amateur Radio communications
facilities for disaster operation.

B. APCO welcomes the cooperation and assistance of the ARRL through its
Field Organization, to extend emergency communications planning into the Juris-
diction of State APCO chapters. State APCO chapters may further this coopera-
tion by requesting an ARRL Emergency Coordinator to serve as a volunteer
adviser, as appropriate, for emergency communications pre-disaster planning, and
during disaster emergencies. '

C. Whenever there is a disaster or an emergency requiring the use of
Amateur Radio communication facilities, APCO, through a state chapter and with
the understanding of the Public Safety Agency (Agencies) to be served, may
recommend the assistance of the officials of the ARRL nearest the scene of
disaster or emergency. This assistance may jnclude, but is not limited to, the
following: :

1) The alerting and mobilization of volunteer.emergency communications
personnel in accordance with a pre-arranged plan.

2) The establishment and maintenance of fixed, mobile and portable
station emergency communications facilities for local radio
- coverage and point-to-point contact of public safety officials
and locations, as required. :

3) Adequate provisions for maintaining continuity of communications
for the duration of the emergency period or until normal
communications are substantially restored.

D. Detailed operating plans for the full utilization of the communications
facilities of the Amateur Radio Service should be developed with State APCO
chapters in cooperation:with public safety agencies and ARRL Emergency
Coordinators.

E. APCO will recommend to its chapters that membership on disaster pre-
paredness and relief committees include representation from the appropriate
officials of the ARRL.



F. FEach organization will distribute copies of this memorandum through its
field structure, and make copies available to other organizations, both public
and private, which may have an active interest in emergency and disaster relief.

This memorandum is in force as of the date indicated below and shall remain in
effect unless terminated by writtea notification from either party to the other.

March 21, 1984 @ ZZ %M @Aﬁﬁ@g—m
Date Craig M{ Jorgens Carl L. Sm

President President
The Associated Public Safety The American Radio Relay
Communications Officers, Inc. League, Inc.
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Memorandum of Understanding
Between
FEMA and APCO

L ——

I

This is the full text of the official document signed by APCO and FEMA.

The Federal Emergency Management Agency (FEMA) is the agency
of the Federal Government assigned respoansibility for the plaaning,
coordination and allocation of resources necessary lo assure the
safety and weltare of the general public in the event of major disaster
or national emergency.

The Associated Public-Safety Communications Officers, Inc.
(APCO) 15" the Nation’s oldest and largest national assoclation of
public safety communication officials, engineers and techaicians.
Since its foundation in 1935 APCO has been dedicated to the en-
hancement of the public safety services through the contdbutions of
telecommunications. It has long been the most effective volce
speaking before Federal regulatory bodies on behalf of the spectrum
needs of all public safety activities. As the national assoclation of
representatives ‘of public safety communications agencies at all
levels of govemnment, it has been the unifylng force behind the
development of standards for operator training, the adoption of
common procedures, the preparation of guidelines to ald In co-
operative planning and the introduction of new technologles to
enhance the coordinated command control of the many activities
that contribute to the provision of public safety services.

The FEMA concept for support to State and local preparedness,
entitled the “Integrated Emergency Management System™ (IEMS)
emphasizes “capabllity building for emergency response to all
hazards. IEMS Is designed to assist States and localities and
maintain organtzation, plaaning, and operational systems and goals
that are achievable and predictable. It involves the capacity to
perform emergency management functions throughout the full range
of domestic and national security emergencies. The attainment of
this capabilify Is directly dependent upon the cooperative and In-
tegrated functioning of the communications systems that serve and
interconnect these functions.

The more than one mlition members of the several thousands of
public safety agencles at all levels of State and local governments

and In corporate and volunteer organizations constitute a natlonal '

resource of significant dimension, The ability to coordinate and con-
centrate necessary elements of this resource in times of malor
disasters or natlonal emergency Is directly dependent upon the
efficlency and adequacy of communication to meet user require-
ment and the compatibility of telecommunication systems to inter-
connect local and State agencies with the national command and
emergency management activities.

The rules of the Federal Communications Comemission {(FCC}
under which these communications systems are licensed use of
radio frequencies have long compartmentalized the many com-
ponents of the public safety system Into separate “services”, each
with Its own channel assignments, frequency selection and coordi-
nation process.

Emergency management, as well as the ever expanding demand
on telecomemunication capability due to information technology re-
quire applications that are more efficient, survivable, reliable and
integrated.

As communilies establish consolidated Emergeacy Operating
Centers which combine coordinated Public Safety Answering
Centers, 9-1-1 systems and more sophisticated public safety com-
munications systems, frequency assignments for public saftey
activities must be compatible with those of existing and planned
activities, both within the same service and with refated activities, To
this end, APCO has established the first compreheasive, public
safety radio frequency assignment data base. This dala base is

currently being enhanced through APCO's processes on a national
basis.

FEMA and APCO have a common dedication to and responsi-
bility for the continuing development of adequate, cooperative and
responsive public safely communication systems. Il is entirely
proper, therefore, that these organizations work together, to the
extent Individually deemed appropriate, for the attainment of these
nationa! beneficial goals.

1. FEMA and APCO recognize that an effective communications
capabliity is fundamenta! to the provision of efficient and reliable
public safety services in times of national emergency of major
disaster. Both agencies agree that the use of recognized communi-
cations procedures; the implementation ot coordinated communi-
catlons systems; the allocation of adequate, contiguous spectrum;
the development of cooperalive emergency plans; and the appli-
cation of mutually supportive, operationally etfective technologies
are necessary to the development of such communications cap-
abilities.

2 APCO, as the principal entity in the coordination of public safety
frequency license applications, will, to the extent permitted by its
authority and resources, support FEMA initlatives with regard to
national telecommunications plans and policles, and with regard to
FEMA assistance and guidance to State and local governments to
enhance emergency management capability.

3. Under the aegis of its Project Series Foundation, APCO has
developed guidelines for statewide and local level telecommuni-
cations system planning. APCO's Profect 16 has provided the
conceptual basis for the introduction of systems that make possible
Improved interagency cooperation. APCO will continue to actlvely
support the use of these guidelines and the intreduction of such
systems to contribute 10 the enhancement of interagency and inter-
govemmentat level coopetation.

4. APCO will continue to support the establishment of public
safety, local advisory, {frequency coordinating committees to
support the implementation of the communications aspect of emer-
gency management. 1t will work with FEMA to disseminate to these
commitiees appropriate communications related policles and in-

mendations that support the development of noninterfering, co-
operaltive, public safety communications networks.,

5. APCO will, to the extent its resources permit, continue to
develop and maintain current a national, comprehensive, public
safety frequency assignment data base. FEMA and:APCO will con-
tinue 10 work toward the establishment of coordinated processes for
emecgency radio license application review to maximize Interservice
cooperation and continuity of public safety communications system
implementation policy. - .

6. FEMA recognizes that APCO is the major voice representing
public safety communications interests before Federal cegulatory
bodies. In those proceedings in which FEMA perceives an interest,
APCO and FEMA will discuss their positions with each other to
ensure that the maximum degree of mutual understanding and
cooperation is achieved.

This docurment shall remain in effect until formally terminated by
either party.

The document was signed by: Louis O. Giutlrida, Director of the
Federal Emergency Management Agency, and Charles F. English,
President, Associated Public-Satety Communications Officers, Inc.®

JULY 1985 { APCO BULLETIN 27



August, LTFBE
FISCAL

1. There shall be fiscal funds representing the major effort
centers.of the Association. There are seven fund categories:

a. General (Membership)

b. Publications

c. Conference

d. Froject

e. Frequency Data Research

f. Operating

g.-. Residual

2. The General Fund shall consist of income and expense
directly related to membership, general salaries, training, and
associated functions. General receipts shall be deposited to this

fund. The total accrued amount in this fund shéll not at any one

time exceed $%10,000.

S. The Publications Fund shall consist of income and expense

and salaries directly related to the issuance of the BULLETIN,
APCO Reports, and other publication functions. S0% of the annual
membership dues rate shall annually be credited to a BULLETIN
sgﬁ—{und- Checks for BULLETIN printing expenses drawn an this
account may exceed %5,000 without counter.signature of the Presi-

dent.



4. The Conference Fund shall consist of income and expense
and salaries directly related to the Annual Conference function.

The details of handling this Fund will be found in the Conference

HManual.

5. FProject Funds are, at the time of grants and contracts,
that income and expense and salaries directly related to project
functions, in accordance with the requirements of the FROJECT

SERIES.

&. The Fregquency Data Research Fund consists of expense and
income directly relating to the freguency data research service

provided to AFCO coordinators and others.

7. The Operating Fund consists of expense and income (a) not
directly related to any of the above fund categories, (b)
directly related to this fund which is drawn from and mainfained
from the General Fund for day—-to—day operational pufposes-

This Fund, not to exceed the amount of $20;060 at any one

time, may be drawn upon by the President, Executive Director,

and ‘his Deputies.

8. The Residual Fund consists of investments and withdrawals

related to maximum interest—beafing accounts.

a. fhe accrued amount of such accounts shall not at
any oﬁe time exceed 'an amount that is twice the average of the
budgets of the preceding three fiscal years.

b. Th? Executive Director shall continuously search for

investmeat funds with maximum interest and safety records.

=
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9. Checks exceeding $5,000 drawn o0 the above accounts., unless

otherwise excepted above, require the signatures of both the

Frecident and the Executive Director or his Deputies. The Fresi-

dent-Flect is authorized to sign such multiple-signature checks

in the event of the unavailability of the FPresident.

10. The Association’s fiscal year shall commence April 1 and

terminate the faollowing March 31.

11. The Association’s financial records shall be audited and a
financial report made on a fiscal year quarterly basis by either
an independent public accountant or an i ndependent certified
public accountant, except, the final fiscal year—ending report
shall be audited by an independent certified public accountant.
Copies of these reports, accompanied by the Executive Director’s
comments. shall within X0 days of receipt by the Executive Di-—

rector be furnished to members -of the Executive Committee.

12. The Executive Director shall promptly deliver all funds,

books, and records to whomever the Executive Committee shall

designate in writing through the office of the President.

13. The purpose af this fiscal policy is to meet the long range

goals spoken .to under £OLICY and the short range goal of being
able to continue to fund adequate staff aﬁd overhead when
decreases 1in revenue, unexpected losses, and unanticipated

expense, if any combination of these causes the financial condit-

ion of the Assogiation to precipitiously deteriorate.
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FUBL ICATIONS
1. No policy shall be adopted which discourages controversial
and creative articles.
2. However, the FPublications Manager has the prerogative to

edit, revise and/or reject any material submitted for publication

i¥ he 1is of the opinion such is necessary in order to preserve

the quality of APCO publications.

S In the event such changes are made in a piece, the Publicat-—
ions Manager shall inform the author of such fact prior to publi-—

cation.

4, Under normal circumstances, invoices for advertising are due

and payable within 30 days of the invoice date.

S. A second invoice shall be sent to the appropriate party at
the end of the first 30 day period. 15 days after the second

billing‘a telephone call requesting payment shall be made.

6. After .a total of 90 days, another iavaice shall be sent
attached to a letter advfsing that further advertising will noﬁ

be accepted until the account is satisfied.

7. At the end of a total of 120 days, notice will be given that
within an added 30 days the past due account will be turned over

\ .
to a small claims court in the National Office area.



8. At the end of 180 days the account shall be prosecuted as
forewarned and notice to that effect sent to the appropriate

party(s).

g. Any agreement or contract entered into between this

Ascociation and others for the purpose of providing publications
services, training programs, advertising, and publicity, etc.,
shall be entered in this Manual under the Section entitled CON-

TRACTUAL AND FERSONAL SERVICES.

10. See paragraph 12 under CONFERENCES (Section 1) for require—

ments regarding Conference issues of the BULLETIN.
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EQUAL OPPORTUNITY STATEMENT

See CORPORATE STATEMENTS in _Séction i.
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JOB CLASSIFICATIONS
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Title: Executive Director Reports Ta: Board of Officers
Fosition: Chief FPaid Executive
Department: National Office Supervises: All

BASIC FUNCTION:
MHanages the Association, directs the National 0Office, directly

responsible to and serves the Board of Officers and the member-—

ship.

Within the constraints of the Cons?itution and BylLaws and by it’s
direction , the Executive Director shall, and has the authority
commensurate to, among others carry out the following duties:

i. Attend all meetings of the Executive Committee and the-éoard
of Officers as an ex—officio member sans vote. Respcnsible_for

keeping minutes.

2. Expeditiously carry out orders thereby givén to him.

3. Keép the Association informed.

4. Organize and manage the National Office.

S. Hire and terminate authorized personnel without recourse to .

tigher authoﬁity.

&. Execute contracts and agreements in compliance with estab—'};

lished policy.
7. Initiate and supervise projects and programs.
y
L]
8. Serve the general membership. Attend Ananual and Regional

11



Conferences. Attend Chapter meetings as may be possible.

7. Recommend and operate within an annual budget. Distribute
-quarterly fiscal reports to the Executive Committee within I
days of receipt of audit report.

10. Manage the Annual Conferences in accotrdance with the

provisions of the Conference Manual.

RELATIONSHIPS:

i. Works with other user organizations.

2. Works with FCC and other regulatory baodies.

3. Works with legislative bodies.

4. Serves as staff liasion with Membership, Chapters, Comait-—

tees, Regional Conferences.
S. Works with Legal and CPA contractors.

&, Works with industry leaders.

Raccalaureate Degree in Business Management or Engineering. with
management credit and five continuous recent progreséively
responsible satisfaqtory years of‘experience, or the equivilency
as a high school graduate with #i{teen continuous years-of such
experience in the following fields listed in order of preference:
1. General management; planning,
programing, budgeting,,personnel (30)

2. Publication managementj; writing,

editing, advertising (30)
3. Public relations, speaking (Z20)
4. Land mébile telecommunications (135)
S. fitegulatory, legal functions (14

12
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TITLE: Deputy Director REFORTS TO: Ex. Director

Administration

FOSITION: Manager Aadministrative ADMINISTERS: All
Functions

DEFARTMENT : Administration SUFERVISES: Department

1). Personnel HManager. 2). Responsible National Office

ations. 3). Aide to Executive Director.

oper—

This employee is responsible for and has the commensurate autho—

rity to among others carvy out the duties set fortﬁ belaow:

DUTIES: :
1. Ascistant to Executive Director

2. Budgeting and planning

z. Folicy maintenance and enforcement

4. Manages géneral aoffice operaiing functions:

5. Aamong the above, supervises the specific functions of:

a. Personnei employment and relationships
b. Accountina, budgeting, planning

c. Purchasing

d. Secretarial

e. Files and records

f. Ré;eption

g. Transportation and nMail

[Py
fol



h. Building maintenance
i. Office Machines
;. Qffice Supplies

. Office (telephone) communication systems

1. Inventory

RELATIONSHIPS:

1. All in the National Office

2. Officers, Membership

=. Vendors and suppliers

4. Transportation and communication services
S. Employment services

Raccalaureate in business management, accounting, psycholagy. of
related disciplines; or the equilivency as & high schooi graduate
with eight continuous years of recent progréssively respoﬁsible
catisfactory service in the field of . office management, personnel
employment and counseling, purchasing.

Skills. are weighted as follows:

1. Management {20}

2. Personnel employment, counseling (203

3. Accounting/records (20)

4. Analyzing operations, reporting (20)

S. Meed sensitivity (20)
\
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August, 1986

TITLE: Deputy Director REFORTS TO: Ex. Director
Tech Svces '

FOSITION: Manager of EDF
Functions ’

DEFARTMENT : Technical Services SUFPERVISES: Department

Manage functions of {frequency coordination and National Office

data processing.

This employee has the responsibility for and the commensurate

authority to accomplish the duties set forth be;ow:

DUTIES:
1. Manage in-house EDF function.

2. Manage FDR function

3. Manage Regional Frequency Coordination

4. Analyze needs

S. ﬁrite EDF system and hardware specifications

&. Devise forms and chart flow paths

7. Install and maintain systems;: maintain, update, and purify
data

8. Devise projects

9. -Nrite regarts

10 Maintain acceptable FDR and coordination service revenue/—

cost factabr



1. Deputy Director of administration

N Regulatory bodies

z. Similar other data operations

4, Related commercial data banks and services
5. Membgrship

6. Coordinators

Baccalaureate dearee in business management, engineering, cOom~
puter sciences, data processing, oOr Associate degree in computer

sciences, frequency coordination, OF engineering with 10 vyear

adequaté record of progressive advancement:in the fields.

-
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August. 1986

TITLE: fFublications Manager REFORTS T0: Dep. Director
Administration

FOSITION: Communications and
Fublic Relations

DEFARTMENT : FPublications SUFERVISES: Department

Manage the production and distribution of periodicals, special
reports, publications, duplications, training and public relat—

ions programs.

RESFONSIBILITIES, AUTHORITY

Thic employee is responsible for and has the commensurate author—

ity to accomplish among others the duties set forth below:

DUTIES:

i. Edit, produce and distribute AFCO periodicals

2. Devise, praduce and distribute current phblication rate cards
3. Write and distribute printing bid specifications

4, Analyze bids and recommend appropriate action

3. Soliéit advertising. Devise and praovide media packages

&. Review printing. ma111ng and handling methods and casts

7 - MaiAtain satisfactory accounts, and prlce/cost ratios

8. Write and solicit articles and material

9. Assist in Conference planning and supervise exhibit function

10 Provide and aid duplication services Ray be directed

RELATIDNSHIFS't

Rl



1. Frinters. advertisers, exhibitors, agencies, suppliers
-

2. Chapters, committees, membership

=. Convention associations, activities

Raccalaureate Degree in Journalism or English and three years of
recent progressively responsible media experience, or the equiv—
alency as a high school agraduate with six continuous years

of such work in magazine, publication, and advertising, with the
following skills: |

1. House journal publication and convention management

2. Account executive in advertising

3. Newspaper edifing, writing, rewriting, reporting

4. Magazine layout, headlines, cutlines, proofreading

S. Fublic relations, speaking

-

18
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Augqust, 1986

TITLE: Cooardinator REFORTS TO: Dep Dir Tech Svs

FOSITION: Coaordination Mgr ADMINISTERED RBY: Dep Dir Adm
DEFARTHMENT: Technical Services SUPERVISES: Coordinators

Manager of 1in—house coordinating functions

RESPONSIBILITIES, AUTHORITY:

This employee has the responsibility and commensurate authority

to among others carry out the duties set forth below:

DUTIES:

1. Follow coordination standards, methods and procedure

2. Teach and train in—house Regional and 800 ﬁHZ Coordiﬁétors
. Supervise in—-house Regional and 800 MHRZ Coordinators

4. Manage in-house coordination functions

5.‘_7Work directly with Chapter Cooédinators énﬁ' Applicants as

required

6. Work with other user group coordination points

MINIMUM QUALIFICATIONS AND SKILLS:

1. - Baccalaureate or Assaciate .degree in Business HManagement
or computer or technical communications or equal, or satis-—
factory experience as & Chapter or commercial frequen—

cy coordihator with appropriate skills of a Secretary I11

19



Satisfactory experience as an in-house Regional or 800 MHZ

Coordinator

-




Auqust, 1986

FOSITION DESCRIFTION

TITLE: Bookkeeper REPORTS TO: Dep Dir Adm
FOSITION: Ecokkeeping
DEFARTMENT: Administration SUFERVISES: As Directed

Keeps the fiscal books of the Association.

RESPONSIBILITY, AUTHORITY:

In compliance with the administrative requirements of the Deputy
Director of Administration this employee is responsible for and
has the commensurate authority to among others accomplish the

duties set forth below:

DUTIES:

1. Keep fiscal books, records

2. Make fiscal reports, summaries, projections
Z. ;ssue requisitions

3. PéY’bills and invoices as approved or directed
4. Administer fiscal accounts

S. éssociated clerical duties

&. Act as paymaster

RELATIONSHIPS:

1. Banking centers and places of deposit

2. cFa "\

- National OGffice Fersonnel

21



Raccal aureate or Associate degree in accounting or business man—
agement; or the equivilency as a high school graduate with eight
continuous years of recent progressively responsible satisfactory

service in the field with the following skills:

1. Devising and maintaining journals and account ledgers

2. Maintaining controls and balancing operations

3. Analyzing fiscal reports and statements

4, Preﬁares payroll

S. Aiding in preparation of budget, pre—auditing functions.
&. Operating data processing terminal, steno and fiscal

7- Ability to prodgce correspondence, forms, etc.

8. Making requisitions

g. Obtaining and maiﬁtaining office supplies

10. Using office machines

o



Aiugust, 198646

FOSITION DESCRIFTION:

TITLE: Coordinator of REFORT TO: Ex. Dir
Chapter Affairs

FOSITION: Chapter Desk ADMINISTERED EY: Dep Dir Adm
DEPARTMENT: Office of Executive SUPERVISES: As Directed
Director

BASIC FUNCTION:

Assist in planning and execution of Chapter and Regional

Conference affairs and relateq activities.

RESFONSIBILITIES AND AUTHORITY:

This employee has the responsibility and commensurate authority

to among others carry out the duties set forth below: .

DUTIES:
1. Act as the conduit to inform the membership by assisting in
the planning and execution of Chapter and Regional meetings:
a. Attend Chépter meetings as directea
b. Keep the membership-abreast of Association effarts
c. Suggest topics, find speakers
d. Assist with agendas
e.: Maintain contact with cqmmercial/vendor community
f.-Exp!ain issues, functions and operations
2. Acf as conduit to keep Association abreast of Chapter

4
- L - -
interest, needs, complaints, recommendations

)
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. fAscsist the Ex.Dir. in related areas

4. FKeep current with reading file
RELAT IONSHIFS:
1. Deputy Director of Administration

2. Office personnel

. Membership

1. Baacul aureate Degree in business management with
experience as a Chapter Qfficer or
2. A Past-President of the Association or

=. 10 consecutive years as a Chapter member including 1

as a Chapter President.

-

past

year




* August. 1986

TITLE: FProject Manager REFORTS TO: Ex. Director
FOSITION: Project Manager ADMINISTERED BY: Dep Dir Ada
DEFARTMENT: Ex. Director SUFERVISES: As directed

BASIC FUNCTION:

Develop and manage technical, operational and regulatory projects

and provide guidance in these areas.

RESPONSIBILITIES, AUTHORITY:

‘This employee is responsible for and has the commensurate author—

ity to among others carry out the duties set forth below:

DUTIES:
1. Manage projects developed or accepted by the Association.
2. Devise and prepare applications for projects in accordance

with the provisions of the fProject Series Frogram

3. Keep records, make reports, make and manage costs account
4, Write related articles for publication
RELATIONSHIFS:

1. ﬁéputy Director of Administration

N

Deputy Director of Technical Services

A

. related other associations, government agencies

4., Committee Chairmen and Membership



Haccal aureate Degree in technical field with two years experience

in

public safety communications, or ten vyears experience in

technical communications.

1.

Experience in communications system procurement, planning,
design, or maintenance

Experience as a public safety frequency coordinator
Experience in grant application management and cost contral
procedures

Ability to prepare technical reports and make public
presentations

Abi[ity to work with volunteer working groups

-



August, 1986

TITLE: Regional Freq Coardinator REPORTS TO: Coordinator
FOSITION: Tech. Assistant ADMINISTEﬁED BY: Dep Dir Adm
DEPARTMENT: Tech Services SUPERVISES: RNone

EASIC FUNCTION:

Coordinates below 800 Mhz frequency coordination functions of the

Chapter Coordinators in an assigned Region.

RESFONSIBILITIES, AUTHORITY: -

This employee is responsible for and has the commensurate author-

ity to among others perform the duties set forth below:

1. Handle incoming requests for coordination:
a. Review for correct fully executed forms
b. Check if payment required in correct amount
c. Attach copy of rgquest; check, etc., to proper aoffice
{ofm(s)
d. Route form(s) according to office flow chart(s)
2. Access FDR base and process application:
a. According to data én application form
b. Contact:ﬁpplicant, abpropriate Chapter Coordinator (s) and.
User (s) as may be necéssary
C. Contacg FCC as may be necessary

d. Contact Central Points of other coordinating organizat—

-
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ions as may be necessary

Z. Update FDR to FENDING status point.

4. Execute coardination permit

S. Forward coordination permit in proper channels

&6. Update FDR to permanent status upon receipt of FCC authorizat-—
ian

7. Purify FDR

8. Recommend improved means, methods

9. Develop Chapter Frequency Coordinator relationships

10. Provide input to regulatory matters as directed

RELATIONSHIFPS:

i. Deputy Director Administration
2. Chapter Frequency Coardinators
=. Dther coordinating organizations
4. FCC

. Data services contractors

MINIMUM SKILLS AND QUALIFICATIONS:

High school diploma and experience in operating, maintaining,
servicing in the public safety radio field, orrin compuger op-—
erations, or any related fields which would advocate a fast

learning ability in the tasks.

-’

hJ
0]



August. 1986

TITLE : ] fublication Ass’t REFORTS TO: Fub Mgr
FOSITION: Fublication Aide ADMINISTERED BY: Dep Dir Adm
DEFARTMENT: Adainistration SUPERVISES: As Directed

Assist FPublications Manager.

RESPONSIBILITIES, -AUTHORITY:

This employee 1is responsible for and has the commensurate

authority to émbng others carry out the duties set forth belaw:

DUTIES:

i. As for Secretary 11

2. Work with advertisers, printers, mailers

. Make layouts, dummmies, headlines, related tasks
4, Froof reading

RELATIONSHIFS:

i. Deputy Director of Administration

2. Printers, advertisers, mailers, suppliers

z. write}s, authors |

1. As for Secretary IX

2. Experience\ in newspapetr or publications fields

29




August, 1986

TITLE: Membership Desk REPORTS TO: Dep Dir Adm
FOSITION: Membership Coord.
DEPARTMENT : Administration SUPERVISES: As Directed

This employee Iis responsible for and has the commensurate au—

thority to among others carry out the duties set forth below:

DUTIES:

1. Keep record of membership status, rel ated matters .
2. Recommend improvements in record system

Z. Work closely with Chapter Secretaries

4, Respond ta inquiries.regarding membership matters

RELATIONSHIFS:

1. Chapter Coordinator

2. Technical Servicés

1. As of Secretary 11

I

- ﬁdvanced,?bility to operate EDF terminal

. Working knowledge of membership structure

(A
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August, 1986

TTTLE: Coordinator REFORTS T0: Coordinator
800 HMhz

FPOSITION: Freq. Coordinator ADMINISTERED BY: Dep Dir Adm

DEFPARTMENT: Technical Services SUPERVISES: As Directed

Coordinates coordination requests for 800 Mhz and above.

RESPONSIBILITIES, AUTHORITY:

This employee has the responsibility and commensurate authority

to among others carry out.the duties set farth below:

DUTIES:

In the prescribed frequency spectrum and on & national scale

reasonably as thosé of a Regional Coordinator.

MINIMUM QUALIFICATIONS AND SKILLS:

As for a Regional coordinator with'desired proven ability and
experience as a frequency coordinator or related activity in the

field.

-
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August, 1986

TITLE: Secretary III REFORTS T0: Department Head
FOSITION: As Assigned ADMINISTERED BY: Dep Dir Adm
DEFARTMENT : As Assigned SUPERVISES: As Directed

BASIC FUNCTIGON:

This employee is responsible for and has the commensurate author-—

ity to among others perform the duties set forth belaw:

DUTIES:
i. Typing at 75 wpm with one word error rate
2. Filing and cross-referencing

- Proof-reading

q. Using office machines

- Duplicating materials

&. Answering phone

7. Taking/transposing notes with reasonable speed and accuracy

8. Filling and shipping orders

Q. Department Girl Friday’
RELATIONSHIFS:

1. Deputy Director Administration
2. Other staf? personnel

14
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High school educatian. Juniar or better college degree preferred.
One or more vyears of recent previous satisfactory office experi-

ence.

-
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August, 1984

TITLE: Secretary II REPORTS TO: Department Head
POSITION: As Assigned ADMINISTERED BY: Dep Dir Adm
DEFARTHMENT As Assigned SUFPERVISES: As Directed
BASIC FUNCTION:
Frovide advanced secretarial duties as assigned by department
head.
RESPSONSIBILITIES, AUTHORITY:
This

employee has

to among othets perform the following duties:

DUTIES:

1. As for Secretary II1I,

with expanded assignments

-
~
-~

2. Sort and distribute mail and memos for department

Maintain reading file

MINIMUM QUALIFICATIONS AND SKILLS:.
1.

As for Secretary I11

T
)

grams

Work without constant superviscion

(A
F=1
’

the responsibility and commensurate authority

Use computer terminal word processing and spread sheet pro-



August, 1984

FOSITION DESCRIPTION:

TITLE: Secretary 1 REPORTS TO: Dept. Head
FOSITION: Adm Assistant ADMINISTERED EY: Dep Dir Adm
DEPARTMENT: As Assigned SUPERVISES: As Directed

Provide the most advanced secretarial and general assistance to
the department head.
This employee has the responsibility and the commensurate author—

ity to among others perform the following duties:

DUTIES:

1. As for Secretary 11 with expanded assignments -

2. Assists the Department Head in his duties

1. Deputy Director of Administration
2. Office personnel

4. Others as directed

MINIMUM QUALIFICATIONS AND SKILLS:

1. Experience as Secretary II

hd

. Associate or better degree in business administration

i

. Five or more recent continuous years as office manager or

S Y .
administrative assistant

el
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4. High need anticipation

5. Work with minimum supervision

-’



August, 1986

-

TITLE: EDP Operator REPORTS TO: Dep Dir Tech Svs
FOSITION: EDP Operator ADMINISTERED EY:Dep Dir Adm
DEPARTMENT: Technical Services SUPERVISES:

EASIC FUNCTION:

Operates data system(s) dedicated to in-house records and print—

outs.

This employee is responsible for and has the commensur

ate author-

ity to among others carry out the duties set forth below:

DUTIES:

1. Run programs as necessary and directed

2. Make print-outs as necessary and directed
F. Enter data, make updates

4. Maintain supplies

S. Make recommendations for improvement
RELATIONSHIFS:

1. Deputy Director of Administration

2. Members of Department, office persannel

1. As for Secretary 111

2. 1 year as EDF operator

Il
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August, 1986

, -

TITLE: Clerk/Typist REFORTS TO: Dep Dir Adm
FPOSITION: As Assigned
DEFARTMENT: Administration SUPERVISES: None

All purpose office assistant with potential for aﬁvancement.

This employee is responsible for and has the commensurate author-
ity to among others perform the duties set forth below as they

may be assianed:

DUTIES:
i. Receptionist
2. Telephone switchboard aperator

3. Typist

a. General,clerical and record—-keeping
5. Proof-—reading

b, Filing

7. Mail clerk

8. Fill and ship orders

RELATIONSHIFS:
1. Deputy Director of administration
2. Office staff

i
@



1. High school education

2. Typing speed &0 w.p.m with one word error rate
F. Above normal English and grammar ability

4. Goad telephone voice

t
0
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August, 1986
SALARY LEVELS, REQUIRED/AUTHORIZED POSITIONS

e ———— —————————" =

Salary Present Postions Positions Filled (F) or
Position Bracket Salary Requested Authorized Unfilled (U) Incumbent
Executive Birector 55,000 - 65,000 55,000 1 1 F Tall
Dep, Dir. - Administration 45,000 - 55,000 1 U .
Dep. Dir. - Tech. Services 45,000 - 55,000 45,000 1 1 F Spencer
Publications Manager 25,000 - 45,000 25,000 1 1 F Buttgen
Publications Assistant 12,000 - 20,000 13,520 1 7 F Walker
Accountant/Bookkeeper 10,000 - 15,000 11,440 1 1 F Krecek
Coordination Manager :. 20,000 -~ 30,000 22,500 1 1 F Cooper
Regional Coordinator 10,400 - 13,000 10,400 4 F(1), U (3) Harrer
EDP Operator 10,400 - 14,000 10,400 1 1 F Buczkowske
Clerk/Typist 8,320 - 12,000 1 U
Secretary 111 10,400 ~ 14,000 13,520 1 1 F Lo Fasso
Secretary 11 11,500 - 15,000 13,520 1 1 F Lawrence
Scretary ! 12,480 - 16,000 _ 1 1 u
Membership Desk 10,400 - 16,000 15,000 1 1 F Carter
Chapter Desk 25,000 -~ 45,000 15,000 1 1 U
Project Manager 25,000 - 45,000 30,000 1 1 F Haas
Temporary Help $3.50/Hour i 1 F Parker
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August, 1986

The five basic etements of job performance are: skills, training,

responsibility, accountability, and supervision.

SKILLS: the proficiency, ability, and expertness with
which &a task is accomplished. The result of
training. 0On the jab experience.

TRAINING: the act of training others. The result of being

trained. FProfessional discipline. Degree of

education.

RESFONSIEILITY: an assumed or designated duty. Those things
for which a person is answerable.

ACCOUNTARILITY: being responsible for a reckoning. The
source of an explanation or a cause. The
liability of responsibility.

SUFPERVISION: to direct and inspect. To be directed and

inspected for work performed or required to

be performed.

2. The abéve measures will be used in evaluéting the job-per—'
faormance of bersonnel. The weighted value of each of the fivef
above measurés is 1 - Z0. A grade of less than 14 in each
measure ie cause for consideration for dismissal. A grade of 16

or better is required for consideration for salary 1ncrease or

41



advancement.

-

=. The Deputy Director of Administration shall hold staff
meetings with all emplayees in groups of appropriate number
at least once during each fiscal quarter. These meetings shall be
held for  the purpose of discussing personnel prablems,
departmental relationships, explaining procedures, pointing out
operational weaknesses, making and receiving recommendations,

etc.

4, The Deputy Director of Administration shall be responsible
for holding job performance meetings with all personnel at least

once each six months.

S. The Executive Director may grant a productivity salary
increase on an employee’s anniversary date of employment. Such
jncrease shall not be granted more than once in each fiscal year

and shall be within the appropriate salary bracket.

&. The Executive Director may promote an employee at any time
to any position within the limits of job positions currently

authorized.

7. The Executive Director may . in accordance with the prevail-—
ing cost—of-living index, make COLA salary adjustments annually

within approved salary brackets.
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n“.‘

Social Security contribution

Workman®

s compensation

Annual leave earning:

-1 year — O

2 years — 12 days per year
S years — 15 days per year Q% e .
or more years — 18 days per year

Sick leave earning:

—1
1 -

-
a5 -

H —

Holidays

Lo

yvear — 0
2 years — & days per year 5f:::3n.3
gL

S5 years -~ 9 days per year '4.

or more years — 12 days per year
and Overtime:

Paid holidays ére those recbgnized by the Federal
Government. |

Holiday time off is compulsory provided the empl oyee
agrees to work during such per?oq if sa requested.
in such event %ompensatory time éff for such added
work will be.£aken at a mutually agreeable date
within 30 days:o+ the holiday Qorked or before the
end aof the fiscal year, whichever comes first.

Overtime may be worked only by prior agreement with

B
[



]
the appropriate department head. Compénsatory time
off shall be handled as in (b) above.
d. Holiday time and overtime are not accruable or

sub ject to other than other time off campensation.

&, annual leave time may accumulate up to a maximum of 36
working days. Annual leave periods in excess of 10 working days
will not normally be permitted, but may be granted by permission

of the Executive Director.

7. Sick leave time may accumulate but will not be compensated
for at the time of separation of emplaoyment. In the avent of
protracted illness, annual leave time may be combined with sick

leave time upon consent of the Executive Director.

B. AFCO employees participate in a health and hospital plan,
the details Ef which may be cbtained from the Deputy Direcitor of

Administration.

44
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As in Section 1:12 except as pertains to the Board of Officers.
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APCO will make reimbursement for moving costs for a new
emplovyee including members of his immediate family residing ina
his home at the time of employment in the amounts of:

a. One-way air fare between his residence at time. af
employment and the APCO National Office; or

| b. Vehicle allawance for highway distance between the
same points based -upon the Rand—McNally aileage cﬁart plus %75
for each day of actual transit time. Transit tiwme will - be
calculated on the - basis of 450 -miles per day or any partion
tﬁereof. )
‘c. Actual costs aof shipment of household effects of not
more than $2060 shall be reimbursable. ] .

d. Should employment be terminated in less th;p i80
days from the date of initial emplayment at the requesﬁ af the
new employee payments made under this policy may be reimbursable
to APCO at the discretion.of tﬁe Executive Director. - Such reia—
bursement may be withheld from any final payment due the em—
ployee. ' -

e. Reimbursement tog the employee will be made aftgf
arrival at the National Office.;Payment will be made upon receipt

of required - -documentation of expense.

44 -
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August, 1986

CONTRACTUAL AND PERSONAL SERVICES:

Contract and agreements for personal services entered into
between the Association and others, except those set forth under
Section 1:9, shall be filed immediately behind this page and

remain there until such services are terminated.

47



Management Factors, Incorporated

108 VIADUOMO » NEW SMYRMA BEACH, FLORIDA 32069 TELEPHONE 90474270289

1285

Sept.

I
~l

Mr. Robert Tall, Executive Director
Associated Public Safety Officers, Inc.

P. 0. Box 669
New Smyrna Beach, Florida 32070

Dear Bob,

Per our discussion this morning, Managment Factors, inccorporated,
is pleased to offer to renew its agreement of August 1, 1984 with

the Associatéd Public Safety Officers, Inc. for a period of twelve

months, commencing October 1, 1985.

For your convenience, a Copy of the 1984 Agreement is attached.

Your concurrence can be indicated below.

R ds, agreed ﬁa

“Donal D. Kavanagh Robert Tall
President Executive Director

ua
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‘ Management Factors, Tncorporated

*
h]

108 VIA DUOMO ¢ MEW SMYRNA BEACH. FLORIDA 32069 TELEPHONE 904441702 a9

August 1. 1984

Associated public Safty officers, Inc.
New Smyrn Beach, Florida 32069

Dear Bob,

<

Management Factors, Incorpora-ted (MF1) is pleased ot offer
this “agreement under which MFLI will provide technical and
panagement support to ‘the APCO National offices (NO).

MFI will agsist the APCO National office to the extent mutually
agreed to on a task bY tagk basis- Principal Engineer

charges will be pbased upon the esgtimated numbeyr of man hours

to be committed to each task. Costs for each task will be
submitted to APCO on a Tirm. fixed price basis. fravel costs
will be billed baged upon actual travel required. _

Clerical support will be provided by the APCO NO to the extent
of its capabilities.Should additional support be required it
will be obtained in 2 marmey and to the extent agreed to

by MFI and APCO.

For the duration of this agreement MFL PE charges will be based
upon a rate of $100.00 per hour. Travel costs will be billed
on the basls of Documented expenses ( Air Fare, Hotel Bills.
RentaliCar) plus $50.00 pexr day- Clerical support will

be based on @ rate of $15.00 per hour .

MFI will bill monthly for gervices rendered. Innany month in
which no specific task has been assigned, 2 mpinimum charge for
five hours of PE time will be billed to cover general consulting
and coordination ServicesSe

This agreement will remain jn effect for twelve months from the

above date. 1t may b€ terminated at any time DY either party
providing the other with two weeks prior written notice.

‘ment is indicated by .signatures below. ﬁl

e ‘/(”/zé«fﬂ/(a

onal L. Kavanagh obert Tall
President Executive pirector
august 1. 1984

,"/
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Mr. Robert

*
Al

March 1, 1985

Tall

Executive Directar, APCO
P. 0. Box 669

New Smyrna
Dear Bob:

1 agree to
time basis

1.

2.

3.

Accepted:

Beach, FL 32070

act as an advisor to your office in your selected matters on a part
jn accordance with the following understandings:

The agreement may be amended or terminated in writing by mutual
consent. '

1 will perform the work essentiaily out of your office.

During the time of the agreement APCO will:

- (a) provide necessary work materials, and maintenance of my

computer facility.
(b) reimburse expense of authorized travel.
(¢) pay me a billed retainer of $100.00 per month.
(d) pay me additionally at the rate of $10.00 per hour for work

done above the amount of the retainer which is based on-ten
hours per month. \

A/

gzbért t. Tall . i ]
ecutive Director - Z10 Downing Street.
APCO . New Smyrna Beach, Florida
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..

When answering the phone:
1. *This is AFCO, Nay we he]_p you?"z_

2. “Na, Im sorry, Mr(s) _____ is éot in. Would you care

speak to anyone else or leave afmessage?“
:

(Do not ‘volunteer additional in?crmation, e.g. “He is
B . I
[
vacation®. * He is in Washington. “"He is ill.")

3. "May I say who is calling?“
(only if identity has not been p

Nor e

:eviously furnished).

R P TRIETS

4, "Are you interested in:"

"Advertising in the BULLETIN?":

a. "“I?’11 cannect you ta

b. *I*11 have return your call"“.

to

an

C. “"We’ll send the (infarmation, etc) requested®.

d. “"May I have your phone number and address?"
S. “Are you interested in Meméership?“.
(same as in 4a, b,c.d).
6. There is usually time to respond to inquiries by:
a. Obtaining the reason +br the call.
b. Answering the inquiry'if sure of the facts.
- Deferring the answer until facts can be obtainéd

the party recontacted either by phone or letter.

7. I+ the answer is not knowa:

48
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a. Don’t keep the party waiting for a sigaificant time
while canvassinag others faor the information. Ask 1+
the party is on long distance.

b. Don’t interrupt meetings or other telephone calls
unless there is an evident need to do so. HMost

callers can be recontacted.

c. Don’t let phone calls take absolute immediate prece—
dence overhon-going activities. But, answer by at
least the third ring.?E.g,"don’t JuUmipP?

d. If_ycu don’t know the anéwer to an inquiry, don’t
aftempt to interpret what the caller is saying.

Transfer him to the proper office person, “raw".

X may be revised by Executive Director or Deputy Director of

Administration

49
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MISCELLANEQUS

File miscellaneous documents in date sequence immediately behind

this page. Such documents may be revised or deleted upon annual

review.

]
<



POLICY ADOPTED 3Y BOARD, FEBRUARY 1984

APCO AWARDS
‘.‘.
APCO awards may be issuzd in each of the following categories. The issuance
of an award is nat mandatory and is pradicated on the advice and counsel of the
Awards Committez on a yearly basis. Any given category may receive up to two awards

in a given year, assuming that an individual within that category qualifies for the
special award, as well as the award from anather individual qualifying the genzral

award from that category.
1. Commefcial
2. Overator
3. Technician
4. Administrative

5. Special

~ The awards listed are not limited to APCO membership, but-in fact the public
safety community as a whole. Thz National Officers hope that mast of the awards,
if not all, come out of ths organizational structure. How=ver, that should not
preclude a special award to members outside the APCO family.




pOr ICY ADOPTED BY B3ARD MARCH 1934

CONFERENCE SITE SELECTION CRITERIA -

With respect to Anaual National Conference sites selected in future years,

any Chapter szeking to host a National Conference must show that it has hosted at

least onz successful Regional Conference. Any site selection in futute years must

have the capability to handle at least 200 exhibit booths.




POLICY ADOPTED 8Y BJARD MARCH 1984

EQBLICIZ[NS RZGIONAL CONFERENCES

.“'

APCO Regional Consortiums may publicize their Regional Conferences for the

following calendar year, including the pre-sale of exhibit booths for these

Regional Conferences which follow the practices and procedures of National APCQ

in the pre-sale of exhibit booths, when there is no Regionial Conference hald

duting that calendar year in accordance with A®CB Regional Conference Guidelines

to preclude competition Setween th= Regional and National Conferences.




" POLICY ADOPTED BY BOARD APRIL 1984

APCO REPORTS

|-

The National Office is authorizad to publish and distribute a monthly
newsletter which includzs more timely regulatory news, more timzly information
about late—schzduled Chapter meetings, and other information which it is not
possible to pﬁblish in the BU_LETIN because of the long lead time raquired for
the BULLETIN. The newsletter, to be called APCD RZPORTS, is to be sold to
membars for $12 a year and to non-members at $30 a year. Thz only complimentary
copies of the neawsletter to be distributed are thosz to non-memY=rs who may be

politically hzlpful to APCO,

i
i
Y




‘POLICY ADOPTED BY BOARD APRIL 1984

APCD PARTICIPATION IN CONFERENCES, TRADE SHOWS

In respons= to a request by the Executive Director for palicy direction
abSout APCO's participation in other types of conferences and "shows" to which
it has bzen invited, the Board directed the Executive Director to use his
discretion, after w2ighing costs of such participation against possible benefits

to APCO0.




POLICY ADOPTED BY BOARD JANUARY 28, 1986 '

PUBLICATION OF APCO DIRECTORY

In addition to other publications of APCO, the Natiomal Office is
authorized to plan and begin publication of an annual “APCO DIRECTORY",
under the direction of the Executive Director.

The “APCO DIRECTORY" shall be atvleast self-sustaining from a

financial stand point.



.

‘POLINY ADOPTED B8Y BOARD AUGUST 1984

APCO BRANCH OFFICE

- -

The Executive Director is empowered, but not directed, to explore the

feasibility of opening a branch office of APCO in the Washington, D.C., area.




POLICY ADOPTED BY BOARD JANUARY 28, 1986 b

USE QF APCO LOGO

The APCO Board of Officers has received and considered many comments
with respect to the use of the APCO Logo.

In the past few years, jin addition to the instances where specific
approval for use of the Logo has been issued by the Board of Officers in
accordance with Article V of the Constitution ;nd Bylaws, organizations
have taken it upon themselves to use the Logo and to alter it in the pro-
cess.

The C & B is clear in that the APCO Logo is 3 registered trade-mark,
and its use, except as specially provided for in the C & B, “shall be
strictly controlled by the Board of Officers." APCO Chapters are “specifi-
cally authorized to use the Logo for statiomery purposes inm the pursuit of

t

their normal business activities.' Any other use of the Logo "shall.réquire
the express writtea authority of the Board of Officers in each particular
instance.™

The policy is expanded by this action to delegate authority to the
Executive Director to act on requests for uée of the Logo. Expressly, he
may approve the use of the Logo on.business cards of APCO members. In no
event will any alteration of the APCO L#go be authorized.

The Board recognizes the public relations value of the possible wider
use of the Logo, but has made the decision, after full deliberation, that
until the C & B is amended through established procedures, the terms of the
present C & B will be strictly adhered to, except as may-otherwise be speci-

fied in this policy statement.




ADL1CY ADOPTED BY BDARD MARCH 1984

MISCELLANEOUS INVENTORY

el

The Executive Director is authorized to dispose of the Association's inventory
of ties, key chains, ‘tez shirts, tie tacks, stick pins and other such items 1n any

way he d2ems bHeneficial to the association.




FEDERAL COMMUNICATIONS COMMISSION
WASHINGTON, D.C, 20354
v

May 5, 1986

e wOALY REFER TO:

731005

Mr. Robert E. Tall

Associated Public Safety
Communicat ions Officers, Inc.
P.0. Box 669

New Smyrna Beach, Fiorida 32070

Dear Mr—Tall:

: ‘I am pleased to inform you that the Federal Commmnications
Commission has named the Associated Public Safety Communications Officers,
Inc. (APCO) as the frequency coordinator for the Local Government Radio
Servme, the Police Radio Service; the 800 MHz Public Safety pool; and
the original 800 MHz conventional frequencies used by public safety
eligibles. These selections are effective October 22, 1986.

As you knOWr on April 3, 1986 the Commission adopted a Report and
Or:der revising rules and procedures governing frequency coordination. The
Report ard Order sets forth a conprehens:ve framework under which frequency
coordinators will assist the public in obtaining land mobile frequencies.
Onder this framework, the role and the responsibility of coordinators have
been enlarged considerably. We believe these changes will improve both the
speed and the quality of radio licensing service for all private land mobile
users.

My staff and I are looking forward to working with AFCO to make
tbe most of this promising new initiative. Enclosed for your information is
a copy of the Report and Order in Docket 83-737.

Sincerely,
Robert S. Foosaner
Chief, Private Radio Burean

Enclosure




August, 1986
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