ASQ Middle Tennessee Section 1118

Membership Chair

Responsibilities Specific to Section 1118:

· Send invitation letter/email to new or transferred-in members for month or over summer (complimentary 1st meeting)

· Introduce new or transferred-in members at member meetings

· Provide and distribute door prizes at member meetings

· Maintain membership attendance records for clinics, meetings, & tours

· Update asq-middletn.org website, as needed

· Attendance record database after member meeting (four previous years for recertification purposes)

· Member meeting total attendance database after member meeting

· New or transferred-in members for the month (or over summer) by last Wednesday of each month
Instructions:

1. Enter Bondware administration site going to asq-middletn.org, selecting Leadership and Admin Login and by entering username and password (both are case sensitive)
2. Delete previous new members and add new members to webpage http://www.asq-middletn.org/admin_content.php?edit=31 by following instructions in 1 Website Editing Tutorial-Selecting Page or Article and 2 Website Editing Tutorial-Editing Page or Article
3. Update on-line attendance records following instructions in 8 Uploading Membership Attendance
a. Individual member attendance by event: Meeting-Tour Attendance 2001-present.xls

b. Total attendance by event: Meeting-Tour Total Attendance 08-09.xls
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