Executive Chair Duties

Duties of the Executive Chair
Monthly
1. Preside over Section Leadership Committee (SLC) and member meeting.
2. Call and attend all SLC meetings. The SLC is required to meet at least once per calendar quarter (in-person, teleconference, web conference, etc.) At the meeting, it is recommended that the following items, at a minimum, be covered: 

a. Approval of the minutes of last meeting. Minutes are taken by the secretary.

b. Monthly and quarterly financial report from treasurer.

c. Status of any sponsored subsections or student branches.

d. Section business plan and status of section projects and activities, including committee reports.

3. Work with SLC to set goals/metrics to support the section management process (QMP).
Quarterly

1. Participate in quarterly regional conference calls or appoint other appropriate section member leader.

2. Verify that a financial audit is submitted to ASQ National Quarterly.
Annually
1. Submit and update the section officer and committee lists with HQ via the online submission form by May 15.  The following individuals are required to be submitted, however, submit all of the fields at the same time.
a. Executive Chair

b. Secretary 

c. Treasurer

d. Auditor

e. Nominating Chair
Note: This will require the ASQ member number for each position; this can be found from the member list.

2. Ensure that the Treasure transition financial audit is conducted by September 1.  Using the same format as the yearly financial audit.
3. Ensure that the SLC meets the minimum requirements as requested annually by the Section Affairs Council.  Summit to National previous year completed business plan and cover letter by September 1
4. Along with SLC, develop section business plan and budget, including SLC and general membership meetings schedules.  Summit current business plan and budget by October 1.  It is recommended that sections review the QMP manual for guidance when developing budgets, plans, and section goals.
5. Ensure that the yearly financial audit is conducted and submitted to National by February 15.
6.  Uphold society bylaws, policies and procedures, and section operating agreement.
7. Appoint all standing and additional committee chairs.
Transition to new chair

Equipment/physical assets to turn over:

1. None

Intangible assets to turn over:

1. Executive Chair site email address, user ID, and password

Records to turn over:

1. None. 

