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[bookmark: _Toc54679651]ARTICLE I  PURPOSE
The Engineer Professional Advisory Committee (EPAC) Events Subcommittee Standard Operating Procedures (SOP) provides operational and procedural guidance for the EPAC Events Subcommittee. For the Events Subcommittee mission and general responsibilities, refer to the EPAC Charter, Part IV, Functions, and the EPAC Bylaws, Article III, Subcommittees, respectively.
This SOP applies to all documents created that are related to functions within the EPAC Events Subcommittee to establish policies, processes, records, and acceptance criteria under the auspices of the EPAC.

[bookmark: _Toc54679652]ARTICLE II  SUBCOMMITTEE RESPONSIBILITIES & ORGANIZATION
[bookmark: _Toc54679653]Section 1.	Workgroup Responsibility
A Workgroup is an established and recurring entity within the Subcommittee. Projects are often developed within the Workgroups. A project is defined as a short-term tasking or assignment that has a definitive termination date. Some work can be continual depending on the task.  
The Events Subcommittee consists of the following Workgroups:
A. Engineer Week Workgroup: Plans E-Week activities, including E-Week Breakfast and Annual Awards Ceremony, that typically occur in February.

B. Category Day Workgroup: Plans Engineer Category Day activities at the Commissioned Officers Foundation (COF) USPHS Training and Scientific Symposium, typically occurring in May or June.

C. SAME JETC Workgroup: Plans USPHS activities at the Society of American Military Engineers (SAME) Joint Engineer Training Conference (JETC), typically occurring in May or June, in coordination with the SAME Liaison Officer.

D. AMSUS Workgroup: Supports USPHS activities, and plans engineer activities (if any), at the Society of Federal Health Professionals (AMSUS) Annual Meeting, typically occurring in December.

E. Town Hall Meetings Workgroup: Supports activities and coordination for the CPO Quarterly Town Hall meetings.
[bookmark: _Toc54679654]Section 2.	Leadership Roles
A. Chair and Vice-Chair
1. Responsibilities
a. Organize and approve meeting agendas in advance for all meetings.
b. Develop action plans for projects for the year and submit to the EPAC Chair for review at the beginning of each operational year.
c. Ensure Subcommittee Volunteers understand expectations in order to qualify for a letter of appreciation (LOA) at the end of the operational year as well as circumstances which might warrant a certificate of appreciation (COA).
d. Assign action items to Subcommittee Workgroup Leads and ensure milestones are met.
e. Coordinate and communicate with the EPAC Chair regarding progress, goals, reviews and initiatives of the Subcommittee, highlighting when CPO involvement is required.
f. Report Subcommittee accomplishments and other noteworthy news to the EPAC.
g. Provide orientation to new Subcommittee Volunteers.
h. Select Volunteers for Workgroup leadership roles.
i. Summarize accomplishments for the operational year to submit to the EPAC Chair.
j. Provide direction, guidance, mentoring, and support to Workgroup Leads on how to plan events (i.e., operationally and strategically for tasks, collaborations, and communications).
k. Raise issues, concerns, and requests for additional support or assistance to EPAC Chair.

Each Workgroup may have the following four leadership roles: Lead, Co-Lead, Lead-on-Deck, and Advisor (a former Lead). These roles can be scaled down depending on event size (e.g., Category Day requires much more planning than E-Week, which may not need all four roles). Leads should have at least one year of event planning experience prior to leading Workgroups, and Advisors should be past Leads who understand and have in-depth knowledge of respective event.

B. Workgroup Leads
1. Responsibilities
a. Assign specific tasks and responsibilities to individual Workgroup Volunteers as needed to accomplish tasks.
b. Hold meetings, as necessary, ensuring effective communication among Workgroup Volunteers and setting project timelines to meet the overall expectations as set forth by the Subcommittee Chair and Vice Chair.
c. Submit regular updates (monthly at a minimum) on Workgroup progress, as well as any issues or risks in need of resolution, to Subcommittee Chair and Vice-Chair.
d. Manage planning and execution of event and can make final decisions unless assistance is needed from Subcommittee leadership.
e. Attend external planning meetings (e.g., COF Category Day Committee calls that are PHS-wide).
f. Draft solicitations for speakers, presentations, abstracts, volunteers (e.g., for general Workgroup Volunteers, moderators, mentors/mentees, sideboys, etc. as appropriate for event) and submit to Chair for distribution through EPAC listserv.
g. Document Volunteer, participant, and speaker information for annual letters or certificates of appreciation.
h. Conduct transition briefings with incoming leadership who will plan event the following year.

C. Workgroup Co-Leads (for the purposes of COF’s Category Day Board/Committee external meetings, the Category Day Workgroup Lead and Co-Lead carry the title of “Co-Chairs”)
1. Responsibilities
a. Assist Lead with planning and execution of event.
b. Lead event the following year.

D. Workgroup Lead-on-Deck
1. Responsibilities
a. Perform tasks in support of Workgroup.
b. Document Workgroup progress.
c. Co-Lead event the following year.
d. Learn about event (through observation or execution of tasks) in order to become future Workgroup Lead.

E. Workgroup Advisor
1. Responsibilities
a. Advise Workgroup.

F. EPAC Chair
1. Responsibilities
a. Coordinate information between Subcommittee and CPO for final approvals.
b. Provide guidance to Chair on direction and priorities of the EPAC.
c. Provide support when issues arise that are beyond scope of Chair’s purview.

G. Chief Professional Officer (CPO)
1. Responsibilities
a. Support and promote solicitations for presentations and volunteers for events.
b. Encourage and promote attendance at all events.
c. Provide support and communication with stakeholders who require direct contact, such as SAME or USPHS.
d. Provide support when Subcommittee issues arise that are beyond scope of EPAC Chair’s purview.
[bookmark: _Section_3._Subcommittee][bookmark: _Toc54679655]Section 3.	Subcommittee Involvement
Subcommittee Volunteers are expected to fulfill the following roles and responsibilities:
A. Maintain minimum standards:
1. Attend at least half of the eligible meetings since joining the Subcommittee.
2. Actively participate in at least one project annually.
3. Actively participate in meeting discussions and provide input.
B. Accept and follow through on assignments.
C. Think in terms of the welfare of the group rather than personal interests.
D. Be willing to listen to and respect others’ viewpoints.

[bookmark: _Toc54679656]ARTICLE III  SUBCOMMITTEE PROCEDURES
[bookmark: _Toc54679657]Section 1.	Meetings
The Subcommittee shall hold at least bimonthly meetings where all Subcommittee Volunteers and Workgroups shall report their various activities. The meetings are scheduled at the discretion of the Subcommittee Chair. See Appendix A for a schedule of Subcommittee meetings and communications.
[bookmark: _Toc54679658]Section 2.	General Procedures for All Workgroups
A. Start planning process well in advance of event (ideally at least six months prior to event, or the amount of time recommended by the event’s governing authority). Solicitations for the event should start at least three months prior to event. (Note: Professional Advisory Committees are no longer allowed to raise funds per the Office of the Surgeon General)
B. Develop event agenda and any necessary tasks (e.g., awards, programs, invitations to senior individuals, ceremony scripts, etc.), coordinating with Chair/Vice-Chair for internal review and/or routing through higher channels for review as appropriate.
1. Coordinate with event’s main organizers and other stakeholders.
2. Identify and/or develop annual theme or topic(s).
3. Solicit speaker(s) and moderator(s).
4. Organize field trips and social gatherings.
5. Coordinate audio/video requirements.
6. Plan ceremonial flag use; see Appendix B.
C. Secure venue and manage setup and activities during event (e.g., coordination of attendees and guests, moderators and speakers, refreshments as appropriate, schedules, etc.).
D. Manage Aide-de-Camp support.
E. Coordinate with other EPAC subcommittees as needed.
F. Store all planning documents on Events Subcommittee shared drive to create a record of tasks, which will be used as a resource guide for future events. Documents include
1. Tasks and Duties List: include tasks, descriptions, statuses, and assigned officer(s).
2. Fliers, invitations, and announcements.
3. Agenda drafts and final.
4. Collected abstracts, profiles/biographies, and filled forms.
5. Instructions (either from internal or COF/SAME/etc. organization).
6. Meeting notes.
7. Other relevant documentation.
G. Complete all after-action items to ensure all presenters and participants are properly recognized, as appropriate.
H. In coordination with Chair/Vice-Chair, prepare and hold an after-action call within one month of event completion to discuss and capture lessons learned and identify areas for improvement.
I. Submit the following information to the Chair prior to the end of the operational year to recognize contributions to event success by Volunteers, supporters, and any others:
1. Rank.
2. Name.
3. Contributions.
4. Email address.

[bookmark: _Toc54679659]Section 3.	E-Week Workgroup Procedures
A. Refer to the planning task list in the Events Subcommittee shared drive.
B. Venue rotation: FDA, IHS, EPA, NIH/NPS/Other
C. Determine timing and coordination with NSPE.
D. Coordinate food and refreshments.
E. Develop solicitation material (i.e., fliers, text announcement for listserv, social media, etc.) to be distributed at least two months prior to event.
F. Develop program that includes recipient names.
G. Draft script of ceremony and distribute to Masters of Ceremony (usually EPAC Chair) and CPO prior to event.
H. Brief EPAC Chair, CPO, and all Volunteers ahead of event, clarifying everyone’s roles.
I. Create invitation list in coordination with EPAC Chair and CPO. Create invitations (see prior examples from shared drive) or draft email template that EPAC Chair and CPO can distribute.
J. Change of Command OR Pinning Ceremony Procedures (every 4 years or when required)
1. Refer to planning task list in the Events shared drive.
2. Coordinate with incoming CPO on format of ceremony.
3. Recruit PHS Ensemble/Color Guard.
4. Prepare for high-profile event (e.g., service protocol)

[bookmark: _Toc54679660]Section 4.	Category Day Workgroup Procedures
A. Refer to the planning task list in shared drive.
B. Develop agenda, to include speakers, facilitating abstract submission, and backups.
C. Recruit moderators to host tracks.
D. Ensure proper granting of CEUs.
E. Plan and execute Awards Ceremony with Awards Subcommittee, EPAC Chair, and CPO.
1. Gather contact information, profiles, photos, etc. of award applicants from Awards Subcommittee well in advance of event.
2. Include awardee information in Category Day Booklet and any other relevant materials.
F. Plan and execute social events.
G. Support Mentoring Session with Career Development Subcommittee.
H. Plan and execute tour. (not mandatory)
I. Attend meetings and coordinate for COF Category Day Committee.
J. Draft and create Category Day Booklet.
K. Acquire flags (USA, USPHS, and CPO). Coordinate onsite venue preparation.
L. Elevate risks and issues to Chair.

[bookmark: _Toc54679661]Section 5.	SAME JETC Workgroup Procedures
A. Refer to the planning task list in the Events Subcommittee shared drive.
B. Communicate with the SAME representative and SAME Liaison Officer on event coordination.
C. Plan and execute the social events (if any) during the week.
D. Plan and execute communication of SAME Awards/Awardees through the Chair/Vice-Chair.
E. Attend meetings and communicate guidance through Chair/Vice-Chair.
F. Prepare promotional materials/communications on the event for posting to EPAC listserv.

[bookmark: _Toc54679662]Section 6.	AMSUS Workgroup Procedures
A. Refer to the planning task list in the Events Subcommittee shared drive.
B. Attend meetings and communicate guidance through the Chair/Vice-Chair.
C. Plan and execute opportunities at event that are applicable to engineers.
D. Prepare promotional materials/communications on the event for posting to EPAC listserv.

[bookmark: _Toc54679663]Section 7.	Town Hall Workgroup Procedures
A. Refer to the planning task list in the Events Subcommittee shared drive.
B. Coordinate event specifics with the Events Chair/Vice Chair.
C. Execute quarterly town halls.
D. Prepare promotional materials/communications on the event for posting to EPAC listserv.

[bookmark: _Toc54679664]Section 8.	Recognition
A. Letters of Appreciation: The Subcommittee Chair/Vice-Chair shall disseminate Letters of Appreciation (LOA) to Subcommittee Volunteers who meet the minimum standards as described in Article II, Section 3, above. The LOA should be issued on an annual basis using the template provided by the Rules Subcommittee. Only one LOA per officer per subcommittee will be awarded. Other types of recognition may be warranted in addition or instead of a LOA as deemed appropriate by Subcommittee leadership.
B. Certificates of Appreciation: The Subcommittee Chair/Vice-Chair shall disseminate Certificates of Appreciation (COA) to individuals who volunteer for EPAC sponsored events. The COA should be issued within one month of completion of the activity using the template provided by the Rules Subcommittee. COAs for activities that require a greater time commitment may be signed by the EPAC Chair or the CPO, at the discretion of the Subcommittee Chair.

10

[bookmark: _Toc54679665]ARTICLE IV  APPENDICES



[bookmark: _APPENDIX_A_][bookmark: _Hlk47106316][bookmark: _Toc54679666]APPENDIX A  Meeting and Communication Schedule

	Communication Type
	Description
	Frequency
	Format
	Participants/ Distribution
	Deliverable
	Owner

	Monthly Subcommittee Call
	General subcommittee updates
	Monthly
	Telephone
	Subcommittee Members and interested parties
	Status Report and action items
	Chair or Vice Chair

	Mid-year Subcommittee Status Report
	Email summary of Subcommittee Status
	Mid-year
	Email
	EPAC Chair
	Status Report
	Chair or Vice Chair

	Workgroup Calls
	Planning coordination 
	As needed
	Telephone
	Workgroup and interested parties
	Status Report and action items
	Lead or Co-Lead

	Workgroup Meeting Reports
	Email summary of Workgroup Status
	As Needed
	Email
	Management Team
	Status Report and action items
	Lead or Co-Lead

	Event Announcements for Recruiting
	Email soliciting for participation (attendance, speakers, or volunteers)
	As Needed
	Email (via listserv, registration lists, or ad hoc lists)
	Workgroup Leads
	Recruitment/
Solicitation
	Lead or Co-Lead

	Event Notifications to attendees, speakers, volunteers, or invited guests
	Email with event instructions, solicitations
	As Needed
	Email (via listserv, registration lists, or ad hoc lists)
	Workgroup Leads
	Recruitment/
Solicitation
	Lead or Co-Lead





[bookmark: _APPENDIX_B_][bookmark: _Toc54679667]APPENDIX B  Flag Handling Guidelines

Background:
In both COF Category Day and E-Week Awards Ceremony, the Planning Teams display a set of flags (the flag of the United States of America, the USPHS flag, and the Chief Engineer’s flag) on stage. In some instances, a distinguished visitor may have his/her flag displayed as well (e.g. the Assistant Secretary of Health attends an event). Besides honoring the colors, Corps, and flag officer, the flags also serve as a backdrop to speakers and photographs. The DC-Maryland-Virginia (DMV) Metropolitan area has many options for borrowing flags, but they are not easily accessible in the field where there are fewer headquarters level offices. Prior to 2015, Planning Teams have had difficulty in locating flags to borrow, especially at Category Days in more remote areas. In April 2019, the Events Subcommittee proposed to acquire a set of two flags (U.S. and USPHS) and three flagpoles; the extra flagpole would be available for the flag officer’s flag (i.e. Chief Engineer). The EPAC voted and approved the funding for this purchase.
The flags and flagpoles are intended for Engineer Category events use but may be loaned to other organizations when not in use. This document provides guidance on assigning responsibility and care of flags when not in use and during transportation to events. 
Responsibility:
The Events Chair and Vice-Chair are responsible for the flags, either through holding and storing them or by tracking volunteers who may have possession. They or their designees must ensure that the flags are properly folded, and poles are properly packaged to minimize damage, due either to transport or storage (e.g. sun exposure, dust, moisture, etc.).
Assignment and Handoff:
Due to high availability of flags in the DMV area, the flags should not normally be assigned to an officer in the area, unless there is no other officer able to hold them OR if there are needs later in the year for the flags locally.
The USPHS Symposium location for the following year is usually announced on-site of the current symposium. Responsibility of the flags should be assigned to an officer on the Category Day Planning Team or one of the Events Chairs who is either near that location and attending so that flags do not need to be shipped. Alternatively, if no other officer can be assigned, one of the Events Chairs will be responsible and fly with the flags the following year. If there is no optimal officer near that location, the flags can return with an Events Chair (or other EPAC member with authority) to the DMV area.
Care of Flags and Transportation:
· Flags must be folded properly, and poles properly stored while not in use.
· Ideally, flags/poles should be transported in Personal Operating Vehicles (POVs) or securely and properly packed as checked luggage. Shipping should be considered the last option.
If shipped, parties responsible must ensure properly package to minimize damage. They may request reimbursement for shipping costs through EPAC. If possible, they should propose to the EPAC ahead of the event.
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