Please note speaker’s notes displayed beneath the slide in “normal”
mode. They may help to clarify the slide’s message.
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This presentation is the second layer of Section Member Leader
Training.

The first layer is an email to which the presentation is attached. The
email summarizes position responsibilities, and provides hyper links to
key on-line resources. The email is customized for each position. The
email for the Chair position is sent to all incoming section Chairs. There
are also emails for Secretary, Treasurer, Audit Chair, Membership Chair,
and Nominating Chair. Other committee chair positions are covered
briefly in this presentation.

The third layer of the training program is a live Q&A session held eg. as
a phone conference.



This training program is designed to help assure that you have the up-
to-date information you need whether you are new to the position, or an
old hand at it (as | know many of you are). This information is being
provided in the form of an email and powerpoint presentation that you
can review at your own pace -- without having to travel, on your own
schedule. We will then schedule a telephone conference question /
answer / discussion session so that those of you who need to / want to
can collaborate with myself and our DRDs, as well as among yourselves.

Here’s what we’ll be covering.



These are requirements are the minimum that a section can fulfill and
remain in good standing.

Unlike some of what follows, these requirements are NOT optional.

Every section must elect / appoint and REPORT the 3 required officers,
and the 3 required committee chairs

Every section must compile, audit, and submit a detailed financial report
after the end of the fiscal year.
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Sections are “required” to develop a Business Plan and Budget... but
reporting to ASQ is optional

Other non-tracked requirements are leadership meetings, member
mailings, and member meetings



Page |
BUSINESS PLAN TEMPLATE FOR [ENTER MEMBER UNIT NAME/NUMBER]

Objective Activity | Activity Description | Activity | Measure | Goal | Status* | % of Goal | Contact® | Comments
Title Date(s) Achievedf

Increase Impact

» Support global
transformation
initiative

« Support Sacial
Responsibility
movement

Grow Membership

s Grow the number of
organizations
served

 Grow the number of
‘members engaged
in member unit

activities Process Performance
» Grow the mumber of « Use technology to
o enable i I
Increase Customer sharing
gl « Improve
+ Improve member .
ion perfo{manc_e using
+ Enhance the value Baldrige criteria or
of the Quality BoK other methodology
through strategic People
use * Increase Member
Grow Means Leader satisfaction
« Increase * Increase Member
professiopa] satisfaction
certifications * Increase number of
* Increase use of Member Leaders
ASQ training participating in

The business plan template covers ASQ objectives of

IMPACT....
MEMBERSHIP GROWTH...
etc.

and requires corresponding Objectives... Activities... Goals... Dates...
etc.



These are the primary sources regarding Minimum Requirements

Oh, yes... and Friday Fast Facts esp. for latest on due dates. They can
change egq. if they fall on Saturday or Sunday.



Still within the context of QMP...

The Excellence Awards are in PARALLEL WITH and not IN ADDITION TO
Level3 / Total Quality

A section can receive Bronze, Silver, or Gold without having achieved
Total Quality as long as they’ve made Levels 1 and 2



Shamelessly copied and
stolen from David Little’s
presentation on QMP for
the last Dover Conference!

BRONZE EXCELLENCE AWARD

The award logos



Now let’s look at the duties and responsibilities of each position

11



All member leaders are responsible for...

12



-l

1 81ASQ: The Globa Voion o .
e ) Gu e CometAS0

ASQ is a global community of people passionate at | €
who use the tools, their ideas and expertise to mal - Neston

Connect With

) Present at the 2012 ot . Service Quality
y Worldwide Measurement
o World Conference Py ' o o
International reach senvice experiances do not

Headlines Your Communities

j oD e
ASQ And BSR Release Executive Report On Corporate
Social Responsibility

250 and Guaiy.

Connection,
(CSR). The report ighilghts shared concepts in quaity and CSR.

‘Workforce Deviance And The Buga

We’re going to be looking at a wealth of member leader information and
resources, which are located in the
MEMBER LEADER AREA as accessed via the main ASQ.org web page
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®) Member Leaders - Mozilla Firefox

File Edit View History B Tools Help
m—’ C X . b [8]htp://www.asq.org/member-leader-community/i - - |*87] = 2l
Norton - - (&) codsnitogins -

i
Here’s the ML site.
We’ll be concentrating on the POSITIONS area

and will take a quick look at the other areas after that, as well as
SHAREPOINT

& Member Leaders +

Shopping Cart | Quality Progress . Eric Whichard's Account | Log Out

e! Membership Renewed Jun 07, 2010. Thank you.

=l Member Leaders

Welcome to the Member Leader
1 Community of Practice! This resource

Find It Fast

i area is designed to be the place for you | Trving to accomplizh a specific
fnishe to find all the information you need to task? We've pulled together the
[Find] fulfill your ASQ volunteer most common and popular
commitment(s). | requests from member leaders.
mwasas | e —|
L |
Ll Sl . Announcements
8 Inferoct Helping Haitian Citizens
ASQ uses WabEx for wabinars
B Koy Tasks slearning and Collaboration.
8 Positions
G Featured Content Viey more announcemants
; Presidents’ Race to Retain L
8 Inifiotives %
& News and Dales. > Board of Directors — Governance Workshop calendar
{ > Social ibili Case for Social AugHB2010 Annual Audited
Knowledge Center @ > ETLis now the ASQ Learning Institute Einancial Regers Due.

$ep01/2010 Deadling to Submit

Areas of Use @ |

= Blan Result
Interact Key Tasks Positions |
Contact atber marber i oo and resurces g ¢
leaders and ASQ stal 10 help you become an respomabities, s
hvcugh 3 varety of hectue renber wader | reasremerts.
- sisy more dates
L
Resources Inifiafives News & Dates [D'SC““"’“S
Tempiates, repants, Sociely isbotves cover - Stay crevent and wp ¥
i v, vty ol scovis e he st
Govinng Gocumcts, it e s o o
fpsy et
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®) Member Leaders - Mozilla Firefox
Eile Edit View History B Tools _Help
W C X a Iifhtm://www.mq.org/member-leade'-commmkyﬂ - Iﬁ

). Eric Whichard’s Account | Log Out

Positions

Find It Fast
i Trying to accomplish a specfic
Search Site l J FEenray task? We've pulled together the
@ Bositions List (POF, most common and popular
requests from member leaders.
el l Sections Select a Topic... = |
Ichooct 3 Eo:mon : l .
Member Leaders O I Announcements
O Interact Chair 5
View more announcements
O Key Tasks Secretary s
& Treasurer
o Membership Chair 1
B Resources Intemet Lisison Positions
O Inifiatives Audit Chair Leadership roles, responsibilities,
BN T Dok Newsletter Editor and requirements.
Nominating Chair

Programs Chait
Knowledge Center@ |~ |Progams Chei
Areas of Use

‘ Voice of the Customer
Additional Positions

Home | Contact ASQ | Customaer Service | ® Copyright | Privacy Policy | Advertising & Sponsorship

Site Map | Links

Click Positions
then Choose a position
in our case under SECTIONS

15



Basic CHAIR responsibilities are...
Note deadline re: some items!

for more detail, see the link at bottom of slide

16



®) Member Leaders - Mozilla Firefox
File Edit View History B Tools_Help

- (&) codsntogins -

W C X ﬁ- Ii’http://www.asq.org/member-leade’-commmkyA - Iﬁ
Norton- =€

Section Chair

‘ Serve as chief executive officer of the section, Oversee all aspects
of section management and lead all member leaders. Function as

[o— [Find] primary contact for regional director and headquarters.

| Section Chair Position Details

My ASQ O (Specfic duties, responsibilities, and qualifications)
Member Leaders O | Kev Taske
et > Elect and Register Officers/Committees
2 Key To » Templates
» Reward and Recognition Items
B R > Submit Event to ASO Calendar

8 Inifiatives
& News and Dates

Kmhdg-Com-rl'
Areas of Use @ |

Site Map | Links

Home | Contact ASQ | Customaer Service | ® Copyright | Privacy Policy | Advertising & Sponsorship

3. Eric Whichard's Account | Log Out

Find It Fast

Trying to accomplish a specific
task? We've pulled together the
most common and popular
requests from maembar leaders.

Select a Topic... >

Announcements
Visy more announcements

Positions

Leadership roles, responsibilities,
and requirements,

Member Leader area provides access to
the Officer / Chair entry online tool,
templates, and other good stuff

| hittp: /fwww.asq.org/member-leader-community key-tasks/officers-committees/index.html

17



) Officer En ummary and Confirmation - Mozilla Firefox
Ei View Hit kmarks Tools Help
m ¢ X ar G [SE=RaR hitps: //secure.asqorg/ecommerce/officer 17 - |$8+] Goole

Step1-2-F]

e! Summary and Confirmation

YYou have aeady submitted your officers for your section or division. If you need to make any changes or addtions, please.

ASQ o

recordst
Current date and time: Wed Jul 28 13.47.04 CDT 2010

Member Position
Robert Rayme AUDCHAIR
00027298

Kay Duchesne CERTCHAIR

00775515
Joan Richter
63384735
Joan Richter
63384735
Joan Richter
63384735
J. Eric Whichard
00060368
Eric John Finegan INTNETLIA
01120437
William Stevens
00436550
Jina Eckhardt
01200219
Annette Kassa
63819212
Lauren Fagan
63168383

lina Fekhart

CHAIR

EDUCHAIR

EXAMCHAIR

IMMEDPASTCHR

MBRCHAIR

NOMCHAIR

PROGCHAIR

PUBCHAIR

OMPOHAIR

After officers / chairs are entered and submitted, you’ll see this

confirmation screen which can be copied, printed, etc. for your records

18



The SECRETARY’S responsibilities are...

19



®) Member Leaders - Mozilla Firefox
File Edit View History B Tools Help
W C X a Ii[hm:://www.mq.org/membe'-leade'-commmkyﬂ{;’ - [ﬁ

). Eric Whichard’s Account | Log Out

Section Secretary

Find It Fast
o Document section business and maintain records of the section,
Search Site l Serve as the official correspondent of the section. R R e S
[Find] Section Secratary Position Detsils most common and popular
(Specific duties, responsibilities, and qualifications) requests from member leaders.
) q Key Tasks Select a Topic... =1
O Interact i
View more announcements
8 Key Tosks
& Positions. e
B Resources Positions
 Inifictives Leadership roles, responsibilities,
8 News and Dates and requirements,

anllodg-Com-rll
Areas of Use O l

Home | Contact ASQ | Customaer Service | ® Copyright | Privacy Policy | Advertising & Sponsorship

Site Map | Links

There are a lot of resources for the Secretary under the Meetings link

20



Key Tasks

ASQ Member Leaders - Mozilla Firefox
Edit View History B Tools Help

m C X 0 [ [S]htp://www.asq.org/member-leader-community/ 77 - [*8+] Goodle
2 - G

Whoa!! A ton of stuff.

Never realized how much was involved in being Secretary!
Some good things for other positions as well (eg. facilitation)

Meetings and Collaboration

Time is at a premium. Make sure you use your time and your

members' time wisely by holding productive and efficient meetings.

Mestings can indlude your monthly o bi-menthly section meeting,
for brai events.

Meetings
The chair and secretary u e documents to hold effective
ammbar tnik thestings. Propor rilss s oot crasts, ah open
and fair environment for your business,

B Sample Meeting Agenda (DOC, 24 KB)

1 Meeting Motions Guidelines (DOC, 25 KB)

1 Minutes Template (DOC, 27 KB)

i Records and Archives Guidelines (DOC, 73 KB)

B ASQ uses WebEx for webinars, eLearning and Collaboration
(00C, 8 KB)
Roundtal
Roundtables are informal meetings that focus on discussing a
specific topic. A facilitator leads the meeting by stimulating and
guiding the discussion. The sessions are an excellent way to
generate new ideas, ask questions, and share Here

Find It Fast

Trying to accomplish a spacific
task? We've pulled together the
most common and popular
requests from mambar leaders.

Select a Topic... s |

Announcements
View more aonouncements

Things I've Tried

Have more information that you
think other member leaders

comment here. It m:
published as-is or tured into
best practice for future use.

are some helpful tips and templates to get you started.
B Resources for Identification of Hot Topics (DOC, 41 KB)
B Rasic Facilitation Primer (PDF, 613 KB)
B Eacilitator Training Presentation (PPT, 176 KB)
1 Ground Rules (DOC, 39 KB)

» Birds of a Feather - Colluﬂues with similar interests to meet
for informal discussion

L} Mmmﬂmﬁ (PDF, 21 KB)

B Birds of s Feather Flowchart (PDF, 28 KB)

B Birds of  Feather Checklist (DOC, 40 KB)
.cm Styll - Partici

Subject:

Comment:

ants in smoll groups discuss a general theme. After an allotted time, the small

witch tables and interact with other participants. Finally, a faciitator conducts a group

roups
Siscussion to identy key mthMs and ideas
B Cafe Stle Flowchart (DOC, 291 K8)
B Cafe Stvle Checklist (DOC, 25 KB)

> Panel Discussions - A group of subject matter experts start with brief opening remarks on a topic.
Then the session on ouestions from the audience

21



The TREASURER'’S duties are...

Note “on time” items
Timely and accurate financial reporting is critical to ASQ.
Monthly on-line reporting will help us detect the need for help

throughout the year — instead of running headlong into it in August.

22



Member Leaders - Mozilla
File Edit View History B Tools Help
W C X . i [8]http://www.asq.org/member-leader-communityj 7 -

P

3. Eric Whichard's Account | Log Out

Membership Renewed Jun 07, 2010, Thank you

=l Member Leaders

Section Treasurer

Find It Fast

Oversee section funds. Maintain accurate section financial records.

Report on financial condition of the section at times directed by the L”{':f,‘,‘.;‘:;’;f::;‘q e
bylaws and policies and procedures. b e e pulied Sooiid

Tre rer Position Detail: requests from member leadars.

(Specific duties, responsibilities, and qualifications) [Serectatopie. =1
Key Tasks -
Announcements

View core announcements

Positions

Leadership roles, responsibilities,
and raquiremants.

Home | Contact ASQ | Customer Sarvice | © Copyright | Privacy Policy | Advartising & Sponsorship

Site Map | Links

Again... looks simple...

23



Key Tasks

ASQ Member Leaders - Mozilla Firefox
File Edit View History Bo Tools Help

"4 [8I]tip: //www.asq.org/member-leader-community/d 17 - [$8-] Goodle

@ -cx .

Finance

Sections and Divisions have many financial responsibiities, The key
difference is that Sections handle their finances locally, while
Division finances are at the nation: bal level.

The documents below will help you complete your financial tasks.
Some forms and instructions apply to all member units. If &
document is specific to a position or a section or a division, we note
the position after the document link.

Get Started
1 Setting Up Banking and Investment (DOC, 45 KB) - Section
Treasurer
B General Financial Information (DOC, 13 KB) - Section
Treasurer
# General Financial Operations Information & Glossary (DOC, 71

KB) - Section Treasurer

8 (DOC, 33 KB) - Section
Treasurer
 Einancial Reporting Responsibilites (DOC, 38 KB) - Division
Treasurer
Banking
B Setting Up Banking and lnvestment (DOC, 45 KB) - Section
Treasurer

B Chart of Accounts (DOC, 48 KB) - Section Treasurer

1 Check Register Form (EXCEL, 23 KB) - Section Treasurer
# Check Request Form (EXCEL, 20 K8) - Section Treasurer
B Petty Cash Log Form (EXCEL, 42 KB) - Section Treasurer

B Section Cutoff Statement Form (Annyal) (EXCEL, 36 KB) -
Section Treasurer

1 Check Register (EXCEL, 28 KB) - Division Treasurer
B Check Request (EXCEL, 23 KB) - Division Treasurer

Find It Fast

Trying to accomplish a spacific
task? We've pulled together the
most common and popular
requests from mambar leaders.

Select a Topic... 1

Announcements
View more announcements

Things I've Tried

Have more information that you
think other member leaders

comment here. It m:
published as-is or tured into
best practice for future use.

Name:

e

Subject:

Comment:

@ Rivision Cutoff Statement Form (Monthly) (EXCEL, 45 KB) - Division Treasurer
# Bank Checking Account Reconciliation Form (EXCEL, 20 KB) - Audit Chair

1 Electronic Payment Setup Form (DOC, 30 K8)
Investment

= . 2 '3 .

But look at all the resources provided.

These essentially replace the old Treasurer’s Handbook

24



ASQ would like Membership chairs to focus much more on recruitment
and retention...

not simply the member list, member support, etc.
We’d like this chair to really DRIVE efforts in these two critical areas!

25



®) Member Leaders - Mozilla Firefox
Eile Edit View History B Tools Help

m C X i & [S]http://www.asq.org/member-leader-community/ 7 - |*87] Gooale

Norton - - (&) codsnitogins -
|| & Member Leaders +
Shopping Cart | Quality Pregress

ASQ

3. Eric Whichard's Account

Membership Renewed Jun 07, 2010. Thank you

Member Leaders

Membership Chair [Find 1t Fast

& News and Dates
Rrowiedge c.n».ruT Access member
ArosciUsem | information database

‘ and requirements,

R | Recruitment and retention efforts. G
el |
[o— Key Tasks
WAaD | > Responsibilities

y

|

Member Leaders @ Announcements

8 Inferact i

sy more announcemants

8 Key Tosks "

8 Positions x

B Resources | Positions.

 nifiotives | Leadership roles, responsibilities,

Note RECRUITMENT, RETENTION items...
as well as more traditional Membership Chair tools.

Access and instructions re: the member database is under “Division /

Section Data”

26



| Membership

|| Targeted Listing (EOM)

 Section or Region or Division | Section 0502 =]
| Member Status: @ active  unpaid © all
| Month Activity A -

-

unspecitied
STUDENT
FORUM _'J (hold Cerl by for mattiple seleceions)

....... unspecified ¥

d unipecified &
ASQ co
CCT
> 668 2 hotscotsey o motios sencrins)
aripeche
Search Site catior
—

My ASQ O

Member Leaders B
8 Interoct
8 Key Tasks
8 Pojitions
B Resources.
8 Initiatives
B News and J

Baltimore Section:

o All Monthiy Data
Last update: August 02, 2011 09:47:24

« Daily Update
Last update: July 31, 2011 23:46:23

Membership Lists and Reports lets you generate a custom list based on
various selection criteria.

Or you can just download a .zip file containing complete lists regarding

Activity, Allotment, New Members, Section Members, and Unpaid
Members

which can tell you which members have just renewed, which ones
haven’t and are now Unpaid, who just joined, etc.

Complete member info is provided including Member#, Name, Address,
phone numbers, email address, job title, membership level,
certifications, etc.

Just remember... MEMBER PRIVACY must be maintained!! Be sure and
read “Member Unit eGuidelines”.



The Audit Chair works closely with the Treasurer.
Note “on time” requirement.

28



Member Leaders - Mo:
File Edit View History B

Tools Help

W C X ar a IEJhrb://www.mq.org/member-leader-oommmityﬁ w - |-!_l~

Section Audit Chair

§ Coordinate and manage the audit of section financial information as
Search Site | determined by society policies and procedures.
[Find] ion Audit Chair Positi i
i (Speciic duties, responsibilities, and qualifications)

MyASQD Key Tasks
Member Leaders | > Auditing

8 Interact

B Key Tasks

 Positions

O Resources

 Inifictives

8 News and Daes
Knowledge Center @ l

Areas of Use @

Site Map | Uinks

Homa | Contact ASQ | Customar Service | © Copyright | Privacy Policy | Advartising & Sponsorship

3. Eric Whichard's Account | Log Out

Find It Fast

Trying to accomplish a spedfic
task? We've pulled together the
most common and popular
requests from member leaders.

[Select a Topic... =1

Announcements
View mors announcamants

Positions

Leadership roles, rezponsibilities,
and requirements.

Everything needed is provided under Key Tasks

29



Every organization with elected officials needs a Nominating Chair /
Committee.

Nominee eligibility (discussed earlier, and in P&Ps, should be vetted
AHEAD of nomination if possible

Note 30 day deadline

30



File Edit View History B Tools Help

W C X 0 L4 [8]htp://www.asq.org/member-leader-community/i 77 - |*8-]C

Shopping Cart | Quality Progress 3. Eric Whichard's Account

Nominating Chair

Identify and nominate, with the nominating committee, qualified
individuals for the minimally required elected positions as listed in
the division management agreement or the section operating
agreement. Individual section or division policies will determine if
other positions are necessary, i.e. vice chair(s).

1t's also recommended that the nominating committee chair assist
with nominations for regional director or national director
representing divisions.

inating Chair il
(Specific duties, responsibilities, and qualifications)
Key Tasks

> nd Reqister Officer: mm

Site Map | Links

Home | Contact ASQ | Customaer Service | ® Copyright | Privacy Policy | Advertising & Sponsorship

Log Out

Find It Fast

Trying to accomplish a specific
task? We've pulled together the
most common and popular
requests from member leades

Select a Topic... =1

Announcements

View more announcements

Positions

Leadership roles, responsibilities,
and requirements.
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Positions

> Pasitions List (PDF, 8 KB)

Sections

Nember lsaden B [Choose s posiion =]

& Interact Chair
B Key Tasks $emry
= reasurer
B Positions Membership Chair
& Resources Internet Liaison
& Initiatives Audit Chair

N Dat Newsletter Editor
L and Nominating Chair

an'l!dg nter Programs Chair
e Ce = Education Chair

Voice of the Customer
Areas of Use ) ] Additional Positions

The ML web site also provides position description and resources for
other positions if applicable to the section



®) Member Leaders - Mozilla Firefox
Eile Edit View History B Tools Help

W C X ar a IEJhrb://www.mq.org/member-leader-oommmityﬁ w - |-!_l~|

Norton- =@ - () codaosns -

&) Member Leaders [+]

Shopping Cart | Quality Progress 3. Eric Whichard's Account | Log Out

e! Membership Renewed Jun 07, 2010. Thank you.

=l Member Leaders

Additional Section Positions Find It Fast

Knowledge Center@3| 1 Vice Chaic/QMP Chaic (00C, 81 KB)

Areas of Use @

Homa | Contact ASQ | Customar Service | © Copyright | Privacy Policy | Advartising & Sponsorship

Site Map | Uinks

_ Trying to accomplish a spedific
Search Site | < e e task? We've pulled together the
[ m— ] Arrangements Chair (DOC, 79 Ke most common and popular
» Contining Education Units (CEUs) raquests from member leaders.
My AsQ @ I 8 Centification Chair (DOC, 82 KB) [Select a Topic.. — =l
I B Database Access (DOC, 79 KB) 2
Member Leaders 1 Examining Chair (DOC, 82 KB) Announcements
8 Interoct  Historian (DOC, 79 KB) G .
Visw more announcaments
B Key Tasks © Blagement Chair (DOC, 78 KB)
 Positions 9 Publicity Chair (DOC, 81 KB) r
B Resources. » Public Relations Positions
8 Inifiotives B Recertification Chair (DOC, 78 KB) Leadership roles, responsibilities,
8 News and Dates # Student Branch Counselor (DOC, 79 KB) s

including these OTHER / ADDITIONAL positions
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®) Member Leaders - Mozilla Firefox
File Edit View History B Tools Help

W C X ﬁ- Ii’http://www.asq.dg/member-leade’-commmky/i w -

Norton - D - (@) cossaiogis -

We’ve Welcome to the Member Leader
Community of Practice This resource
i area is designed to be the place for you
done to find all the information you need to

fulfill your ASQ volunteer
commitment(s).

Positions
S0
how

about = Featured Content
the 8 Inifotives > prasidents’ Race to Retain

T N D > Board of Directors — Workshoo
other * - > Social ibil Case for Social

anthdg-Conhfll'
Areas of Use O |

> ETL is now the ASQ Learning Institute

b

Progress . Eric Whichard's Account | Log Out

Inferact Key Tasks Positions
Contact atber marber i oo and resurces M
leaders and ASQ stafl 10 help you become an

oo 3 sty o Ctecied et mae

[ Discussions

Find It Fast

Trying to accomplish a specific
task? We've pulled together the
most common and popular
requests from maembar leaders.

Select a Topic... >

Announcements

A
rning and Collaboration,

Viey more announcements

Calendar

AugH8/2010 Annual Audited

$epi0172010 Deadline to Submit
£lan Resulty

visy more dates

Ok... that wraps up the six required postions.

Let’s take a quick look at some of the other areas of the ML site
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Interact — ASQ Member Leaders - Mozilla
File Edit View History B Tools Help

W C X ﬁ- Ii’http://www.asq.dg/member-leade’-commmkyﬁ 77 -

Membership Renewed Jun 07, 2010. Thank you.

=l Member Leaders

Interact
i Contact other member leaders and ASQ staff through a variety of
Search Site | chahaels? ”
[Findl]

Discussion Board
| A 30 ASQ Marmber Leader, you heve different experiences,

My ASQ @ challenges, and successes, share yourideas and soluions. Ses
what others have done with their Division or Section. Be
Participating, review the disdaimer and 16gal rules.
Member lsoders @ |

Commy
Flnd d.dlcattd s'bff to help you manage your member unit

Find a Member Leader

Do you need to find other member leaders? You might need to talk
to 3 section membcrshrp chair about a recruitment effort. Or maybe
you have an idea for a division's education chair. The search tools
give you the ability to select multiple positions, sections, regions,
divisions, and states.

Knowledge Center @ i > Find 3 Section Member Leader
i > Find 3 Forum/Division Member Leader
1 raanization Manus! (POF, 331 KB)

Areas of Use O

Committees.

Heme | Contact ASQ | €

Site Map | Links

Get Involved in ASQ
Find other ways to get involved in ASQ, or point other members to these opportunities.

e | ® Copyright | Privacy Policy | Advertising & Sponsorship

opping Cart | Quality Pregress . Eric Whichard's Account | Log Out

Find It Fast

Trying to accomplish a specific
task? We've pulled together the
most common and popular
requests from member leaders.

Select a Topic... >

Announcements

Visy more announcements

Interact

Contact other member lea
and ASQ staff through
of channals.

This is the most current comprehensive printed list of ASQ's leadership. It includes the members of
the Board of Directors, Section Affairs Council (SAC), Divisions Affairs Council (DAC), and ASQ

Interact..................

What are other MLs saying

Who’s your ASQ support person?
Find an ML

Access the current Org Manual
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File Edit View History Bookmarks Tools Help

m e X o Gk ]hﬂp://www.asq.org/membe'-leader-oommuﬂtyﬁf)/ - [*8-Googie
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Key Tasks
Submit Content
Search Site
{Find] ks e your events are part of the ASQ calendar. Only
ASQ events can be listed on the calendar,
My ASQ O

Communications

Communication is vital to all aspects of Member Leadership. Here

Member Leaders @ | are a number of tools, templates, and quides to help you weh your
newsletters, public relations, letters, branding, and Web site:

I, 8 Key Tasks This process is your guide to developing and offering the services
: and programs your members need. Submit your results for

recognition through two awards.

Meeting and Collaboration
Make sure that you hold the most effective

contractors,

Knowledge Center @ Einaace

whelmed by your fin

everyone's responsibility.

Ea
August 15 of the subsequent fiscal year.

Generat
information for retention and planning initiatives.

Find It Fast

Trying to accomplish a specific
AN priked byubed o
most common and popular
requests from member leaders.

[Select s Topic... e |

Announcements
Visy more announcements

Review information on incorporation, business planning, and section operating agreements.

Mailing and e-Mailina

It's important to stay in contact with your members. Follow these simple guidelines to send out
and ip i i

Each member unit needs to audit the Annual Financial Report before submitting it to headquarters by

Elect and Reqister Officers/Committees

Each member unit is responsible for electing officers and registering them with ASQ headquarters.
Continuing Education Units (CEUs)

Offer CEUs to members attending your member unit's educational programs.

eports to help you better understand your members’ activities and demographics. Use the

and informative meetings. Make use of roundtable meetings
8 News and Dates to identify new ideas and topics. And manage your interaction with external groups - co-sponsors and

on't fe responsibilities. We'll walk you through your section or division
Areas of Use O usks, and give you the forms to get e: -rvu\-ng done - from check requests to annual reports.

Recruitment/Retention
Use these membership tools to add new ASQ members and keep our current members. Membership is

Key Tasks.............

Spend some time at home looking at this area.

There is SOO0O0000000000 much there!
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3. Eric Whichard's Account

Shopping Cart

Quality Progress Log Out

Membership Renewed Jun 07, 2010. Thank you.

8l

ASQ

Member Leaders

Resources Find It Fast

Member Leaders B |

Reports
We've compiled a list of reports that will give you the data you need | ANNouncements

govaming documants, an

Governing Documents
training.

Knowledge Cenfer 3 | Revie the current State of the Society, bylaws, policies and
procedures, board of directors’ minutes, organizational manual,
financial statements, and membership trends.

Areas of Use O

Leadership Training
Learn about your duties from a broad range of presentations. Presentations also cover general society
business and information.

SharePoint Sites

Many groups maintain

sites to share and

Successful Ideas
These ideas were submitted by fellow member leaders. If you have ideas you want to share, please
complete the submission form, (DOC, 35 KB)

Home | Contact ASQ | Customer Servica | © Copyright | Privacy Policy | Advertizing & Sponsorship

Site Man L Lioks

7 Here are the templates, reports, recognition items, governing
Search Site I et s ainins sk yeu naes 1o o ocs ermber it e are
Shoos most common and popular
from membar lsadrs.
Templates Tequests
MY ASQD ' No need to start from scratch, We've given you a head start on your ;ﬁ_rﬁ
e-mails, letters, newsletters, and plans. slect  Topic.. =

8 Interact to plan and make decisions.
8 Koy Tosks Presentations. Y e
0 Positions
I: B Resources Say hank you" or recognize outstanding performance within your | Reésources
E member unt. Products with the ASQ 10g0 include pens, apparel, e
8 News ond Dales PIOGHeR, Miess a0u mere: presentations, recognition items,

Resources...............

Another area you’ll want to be familiar with.

Note access to TEMPLATES, REPORTS, GOVERNING DOCUMENTS

and the SHAREPOINT site
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Initiatives

Society initiatives cover a variety of activities that require member

Search Site leader support.
[Find] Presidents’ Race to Retain
Refer & Reward Program
MyAsQ@ We are looking for Member Leaders to participate in a pilot launch of

the new member referral program. Earn points that can be used
Member Leaders [3 | towards prizes, ASQ merchandise, or ASQ Bucks.
Befer & Reward Program

O Intoract
Quality for Life

8 Kay Tasks Quality for Life shares the stories of ASQ members who use quality

& Positions skills 8t work, in thir personal ives, or through volunteer efforts to

make a difference. Ip you recognize your

"
m.mbur units - sharing the stories of individuals whose quality skills
l o Initiatives have ma positive in the lives of others.

Global Transformation Initiative
Mdﬂ' Center[§ | There is a global interest in quality. ASQ members are working with
global businesses, and people from around the world are seeking
solutions from ASQ. The Global Transformation seeks to expand
Areos of Use @ ASQ's presence in the world to meet these grown demands.

training currently delivered by headquarters, sections, divisions, and forums.

of resources for member leaders.

ASQ is t

quality and SR.

> Business Case for Social Responsibility (PDF, 271 K8)
> Join the Movement

Find It Fast

Trying to accomplish a specific
(ak? We'va pulad togather
most common and popula
requests from my

Select a Topic... e |

Announcements

ars.

Visy more snnouncements.

Initiatives

Sodiety initiatives covar a varisty
of jities that require member
support.

> Mem) rs Tal ‘mation
ASQ member leaders discuss the Global Transformation in a series of videos.

Education and Training Initiative
Everyons benefit from o unified education and training system. The new system seoks to integrate

Ideas to Action Gathering

The Ideas to Action Gatherings are reqularly scheduled events for ASQ member leaders to strategically
discuss topics of importance to the Society including member value, member engagement, leadership,
and collaboration. The output from these events influences strategic direction and aid in the development

ing & major leadership role to bring context and focus to the SR area of study and strengthen
the connection between quality and socially responsible business practices. Read the business case for

Initiatives............

Tap into the “Big Picture” things that the Society is doing.

Think “big picture”... then act locally

Spread the word... get the Section... yourself... involved!
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). Eric Whichard’s Account | Log Out

Membership Renewed Jun 07, 2010. Thank you.

=l Member Leaders

News and Dates
= Find It Fast
" National Yolunteer Week Messaqge (PDF, 33 KB)
Search Site | okoieer koo, Al 10-24, we wantto | IHo82 sccomplieh » cpectic
[— ) acknowledge and celebrate the service of our member leader B ey
volunteers, requests from mamber leaders.
ASQ Launches New Member Leader Community of Practice -
MyAsQ O l Redesigned Web Site Improves Navigation; Provides Tools for Sslsc s Tople.s = |
I Member Leaders. :
sl Friday Fast Facts Announcements
8 Interact A member leader newsletter that provides the latest news, updates, %
Vigw more announcements
B Key Tosks and information.
Py g member unit does not go
@ Resources There are several award levels for sections, divisions, and forums | NeWs & Updates
st that meet their goals and those of the society. [BEey cant ad Gn b dataiveh
the latest nevs and calendar
Member Leader Calendar iy
One sentence to explain link and give any specific instructions.

Home | Contact ASQ | Customaer Service | ® Copyright | Privacy Policy | Advertising & Sponsorship

Site Map | Links

News and Dates............

Note ML Community of Practice
Friday Fast Facts archive
Calendar



%) Home - Mozilla Firefox
Eile Edit View History B Tools Help
© - ¢ X . G O //eagors saogsiTes

on Mem|
Community Community
@ Section Affairs Council (SACQ) @ Division Affairs Council (DAC)
: Regions : Individual Division/Forum Sites
| Member Unit Training Options  Division Web Site Tools

Other ASQ Groups
@ Board/Committees/Project Team Sites
Links for all Groups

_@ Member Leader Community of Practice (requires member sign-on)
@ SharePoint Trainin

a !I,uiol‘ili lillilui

From the RESOURCES page, access the SHAREPOINT site.

Sharepoint is a folder & list oriented document management system.
Our electronic filing cabinet.

The Region has a Sharepoint site.
So does each Section



*) ASQ's Section Volunteer Community - Mozilla Firefox
Ele Edit View History B Tools Help
m C X o L [O]http://asqgroups.asq orgfsectionvolunteercommi 7 - | |$8=] Google

Section Member Leader Community

Quick Launch
o Minimum Annot nt [OP——
q

Please refer to the Member Leader Community
of Practice Web site 4/16/2010 11:45 AM
by ASQ-SP\sfurger

# Section Data
# Region Split In

el

Search Documents

&co

Under Section Memberleader Community item... some key info
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Sharepoint Site Index

Sections
@ Section Member Leader @ Division Member Leader
Community Community
@ Section Affairs Council (SAC) @ Division Affairs Council (DAC)
ndividual Division/Forum Sites

@ Board/Committees/Project Team Sites
_@ Member Leader Community of Practice (requires member sign-on)

SharePoint Training
@ Lea 1l in

Under Regions...........
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Sharepoint Site Index

Q svc
@ sac
Q@ pve
@ pac
@ AsQ Volunteer
Area (of ASQ.org)

Region Sharepoint Site Index

Region 10 (sections)

ASQ Sections
Region Site Links Regional Director  |JASQ Administrator
Click for e-mail Click for e-mail
Point for phone number Point for phone number
Region 1 (sections) _|Diane Dixon Cynthia Nazario
Region 2 (sections) _|Dan Sniezek Cynthia Nazario
Region 3 (sections) _|Herbert Goldstein Cynthia Nazario
IASQ i i [Cynthia Nazario
Eric Whichard Jessie Kasberger >
1 [T Furger
£ Neal Kuhn Shirl Furger
Région7 _ (sections) _|Elias Monreal Cynthia Nazario
Region 8 (sections) _|Marc Kelemen Kim Thompson
Region 9 (sections) _|William LaFollette Shirl Furger

Darlene Stoddard Deane

Linda Milanowski

Region 11a (sections)

Eric Hayler

Linda Milanowski

Region 11b_(sections)

Frank Golden

Linda Milanowski

Region 12 (sections) _|Steven Schuelka Kim Thompson
Region 13 (sections) _[Robert Herhold Kim Thompson
Region 14a (sections) _|Belinda Chavez Cynthia Nazario

IDAmian 14K /aa, A~

Iahn Rracldins

[~y mthia haTaria

Under REGIONS

item... your RD and support person.
Also, click REGION 05 for the Region 05 site
Or, click (sections) to access your Section’s site
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Regional Director

Member since
1982

W C X 0 [ [O]htp://asagroups.asq.org/SectionVolunteerComm 7 - |58
2 - G

Region 5

Home

Quick Launch
# Accomplishments
# Agendas

# Contacts

# Leadership Survey
# Membership

2 Minutes

# Newsletters

#RD & Deputies
Roward and

Welcome to the Region S Member Leader Web site.
Thank you for your dedication to ASQ. This site is

updated on an ongoing basis with resources and

information to assist you in your leadership role. Thank Section Web Sites Add new link
you for attending today's leadership training. [Crooes ones =

Add new announcement

Section SharePoint Sites dc new Ink

Region 5 Member Leader

Tr.lnlng in 2008 2/18/2008 10:17 AM

ASQ-SP\mmanteuffel [Choose one... =1
Mumber r Lasder trainng wil e Apri 18, 2008, > Dover,
[ 2t the Dover Oown: Confarsnce Centar. P
il be held in conjunction with the Delmarva section's  Useful Links S0 o

quality conference. More information, including mnda [ Choose one... =
and topics to be covered, will...

» Total Quality
ections
# Training

# Conferences.

rch Documents

Tdeas To Action Gathering Job Placement Add new link
photos! 10/2/2007 9:44 AM
by ASQ-SP\mmanteufrel [Choose one...
The photos (found under "Conferences” on the left nav

bar) were taken by Jim Pasquali, deputy regional

director, on Sept. 24-25, 2007. Please take a look at
what happened at this exciting ev:

Region 5 Member Leader

Training Presentations 3/23/2007 12:49 PM

Available

by ASQ-SP\mmanteuffel

PI dfd( T .Inlnl) on the Quick Launch bar along the
ind side of the page. Then click on “2007 Member

Ludu Tromlnn on the Quick Launch bar on that page.

All the presentations that were at this session will be
available here. In addition, ..

Region 05 site... which has been updated. This

is an old screen shot.
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%) Home - Mozilla Firefox

Region 5 Sections

Section Web Sites
Sharepoint Sites
0500 Lehigh Valey
: svc 0501 North Central Pennsylvania
SAC 0502 Baftimore:
® DG 0503 Harrisburg
@ Regions 0505 Philadelphia
@ 45Q volunteer 0506 Delaware
Area (of ASQ.org) 0508 Southern Jers
0509 Washington
0510 Reading

0511 Northern Virginia
0512 Delmarva

Section sites (public)

Region 05’s sections.

You should be able to access yours.

RD, DRDs should be able to access all of them.
Some are used, some are not.

See Philly’s... DC’s
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®) Home - Mozilla Firefox
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Section 502 Baltimore
Home

Add new announcs ement Links
There are currently no active announcements. To add 8 new
click "Add new
Events Add new event t

There are currently no upcoming events. To add a new event, dlick “Add
new event” above.

Search Documents

@0

Here’s Baltimore’s
Not actively used

BUT --- this is where the Section finds its Customer Measurement Survey
results.

With the CMS, plus the growth / retention report, you can see eg. why
your section

was awarded Silver Excellence... but not Gold.
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Section 502 Baltimore
Customer Measurement Survey

Select a View:
= All

2 New Document | [3 Upload Document | I Filter | Subscribe

® Modify settings and columns

Folder View File Name Edit _Last Modified Modified By
Search [&] 50501 08-09 W 4/9/2009 4:03 PM ASQ-SP\Ithrasher
[ & S0501 verbatim 08-09 [l 4/9/2009 4:03 PM ASQ-S

@co [& 50502 -06-07 [ 1/12/2009 1:52 PM ASQ-SP\ewhichard
Go to search page B_——
$0502 -07-08 o/  5/16/2008 3:17 PM ASQ-SP\Ithrasher
& s0s02 2010 o  S/13/2010 1:17 PM Linda Milanowski
& sos0zv 2010 @ 5/13/20101:17 PM Linda Milanowski

The CMS archive

And..............Iin closing.................

47



Thank Youl!
Questions? Comments?
Suggestions?

e |
™
DISCUSSION! u

T

>
v
O.

Thanks for your attention.

If you need to call your section Chair, or your DRD, or your RD for help
on this, please do!

Or note questions for the Q&A session.

Thanks very much for your time and participation in this important part
of your leadership role!

Eric

J. Eric Whichard

Regional Director, ASQ Region 05
Member, ASQ Board of Directors
JE Whichard & Associates

5048 Drywell Ct.

Columbia, MD 21045

410 964 9548
eric.whichard@verizon.net



