Senior Advisor Duties and Transition Checklist

1 Duties

a. Time driven (e.g. every month)

i. No time driven activity

b. Event driven (e.g. every meeting)

i. Attend monthly SLC meetings - required
ii. Attend monthly dinner meetings – preferred
iii. Vote on items that come before the SLC

iv. Respond to SLC member e-mail questions, etc.

2 Transition

a. There are no records to transfer
b. An outgoing Senior Advisor should go over the following documents with the incoming Senior Advisor:
i. Section Operating Agreement – Indy ASQ web site

ii. Section Governance Policy – Indy ASQ web site

iii. Section Position Documents – ASQ National web site

iv. Local Position Descriptions and Duties, especially items unique to Indy ASQ – Indy ASQ web site
v. Section Quality Management Plan

vi. Last audit report

vii. Senior Advisor Position Description - Indy ASQ web site

viii. Senior Advisor Duties and Transition Checklist – Indy ASQ web site

