ASQ Middle Tennessee Section 1118

Section Chair

Responsibilities Specific to Section 1118:

· Submit Leadership Team information to ASQ Headquarters:

· Officer list by 1 May
· Committee list by 30 June
· Update during year, as necessary

· Submit audited financial report to ASQ Hqtrs. by 15 Aug

· Submit previous years plan completion to ASQ Hqtrs. by 1 Sep

· Develop business plan and budget in collaboration with Leadership Team and submit to headquarters by 1 Oct (used in completion submission next year)
· Update Letter From the Chair on website by 4th Wednesday of Aug-May

· Update Business Plan file on website after monthly Board Meeting

· Conduct monthly business meetings

· Sectional Board Meeting: prepare agenda & lead meeting

· Membership Meeting: as necessary

· Maintain and bring backup projector & screen to membership meetings

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. Select “Edit Content”
3. Select “Letter from the Chair” article under Leadership section

4. Select entire old LFTC (highlight) and delete

5. Highlight entire new LFTC content in a separate Word document & copy to clipboard

6. Select “Paste From Word” option on website menu

7. Paste clipboard contents into dialog box and select OK

8. Edit article as needed and save changes (scroll down to bottom of page)
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