

POSITION:  CHAPTER VICE PRESIDENT/PROGRAM CHAIR
TERM OF OFFICE:  July 1 through June 30
DUTIES & RESPONSIBILITIES

Refer to the “Chapter Leadership Manual” available online at the IRWA international website to gain an overall idea of the responsibilities.

At the Chapter level, the following is a list of responsibilities, which are not construed to be all inclusive:

Responsible for following forms:

∙ Type meeting Agendas and bios, make sufficient copies and distribute at all General 

Membership meetings
General Responsibilities:

∙ Solicit incoming President for facility location preferences one year in advance *

∙ Secure meeting facilities and meeting dates one year in advance and submit deposit(s) if 

needed *

∙ Secure facility meeting contract(s), meeting date(s), and determine registration price *

∙ Secure meal choice(s) including possible special dietary needs, and deadlines *

∙ Secure audio/visual equipment for speakers if needed and confirm room layout *

∙ Solicit Committee Chairs, Board Officers and members for speaker suggestions *

July

∙ Attend Installation of Officers Banquet (may be held in June) and First General 

Membership meeting
∙ Type and distribute event schedule for upcoming year and supply to Executive Board, 
newsletter editor and webmaster

∙ Secure sufficient speaker gifts and wrapping/bags for the year

∙ Secure speakers, titles, company names, topics and bios for Fall Seminar in advance by 
sending emails or making telephone calls detailing purpose of meeting, timelines, 
speaker expectations and details

∙ Secure speaker presentation summaries for continuing education credit and forward to 
appropriate member responsible for obtaining state approval

∙ Type up tentative Fall Seminar Agenda and bios and work with Fall Seminar 

Coordinator responsible for planning this event to determine meals, times, cost, 
etc.


∙ Provide newsletter editor with speaker names, location, times and dates by printing 
deadlines

∙ Obtain meeting count from Fall Seminar Coordinator to calculate need for number of 
possible handouts

∙ Have Fall Seminar registration form, hotel registration form and information, Agenda, 
and any other pertinent information posted on Chapter website in advance of Fall 
Seminar

August

∙ Attend First Executive Board meeting
∙ Present Executive Board with tentative Fall Seminar Agenda
September

∙ Attend Fall Seminar (could be in October) and First General Membership meeting
∙ Attend Second Executive Board meeting (could be in October)

∙ Open meeting by indicating emergency exits, restrooms, and thanking all attendees

∙ Allow a few minutes at the beginning of General Membership meeting for President to 
say a few words and to conduct any unfinished business, i.e. approve Minutes 
and/or budget

∙ Introduce and read speaker bios at Fall Seminar **

∙ Assist speakers with audio-visual equipment

∙ Type, make copies, and distribute Agenda and speaker bios to all attendees (may be one 
by Fall Seminar Coordinator)

∙ Announce reminder to turn in name badges at end of Fall Seminar

∙ Announce lunch and break details at Fall Seminar
∙ Announce continuing education credit details 

∙ Assist speakers with any presentation handouts

∙ Close Fall Seminar meeting with a thank you to all Fall Seminar attendees and speakers 
and by announcing date/location of next General Membership meeting

∙ Distribute Fall Seminar speaker gifts to speakers
∙ Follow up with thank you emails to speakers for Fall Seminar **

October

∙ May attend Fall Region Forum
November

∙ Attend Second General Membership meeting of the year
∙ Arrive early to General Membership meeting to check out room, adjust temperature, or 
meet with facility contact person to finalize the day’s details

∙ Monitor meeting room temperature for comfort

∙ Always have a potential speaker in your meeting audience in case one of your
confirmed speakers does not show

∙ Open meeting by indicating emergency exits, restrooms, and thanking all attendees

∙ Allow a few minutes at the beginning of General Membership meeting for President to 
say a few words and to conduct any unfinished business, i.e. approve Minutes 
and/or budget

∙ Type, make copies, and distribute Agenda and speaker bios to all attendees

∙ Introduce and read speaker bios for General Membership meeting

∙ Announce reminder to turn in name badges at end of General Membership meeting

∙ Announce lunch and break details at General Membership meeting

∙ Announce continuing education credit details

∙ Assist speakers with any presentation handouts

∙ Assist speakers with audio-visual equipment

∙ Announce 50/50 raffle reminder during membership meetings

∙ Close General Membership meeting with a thank you to all attendees and speakers and 
by announcing date/location of next General Membership meeting

∙ Distribute General Membership meeting speaker gifts to speakers
∙ Secure final bill from meeting facility and turn over to Chapter Treasurer for payment

∙ Follow up with thank you emails to speakers after General Membership meeting

December

∙ Attend Third Executive Board meeting
∙ Present Executive Board with tentative March General Membership meeting Agenda
January

∙ Confirm speakers for March General Membership meeting
February

∙ Attend Fourth Executive Board meeting
∙ Present Executive Board with tentative March General Membership meeting Agenda
March

∙ Attend Third General Membership meeting
∙ Arrive early to General Membership meeting to check out room, adjust 

temperature, or meet with facility contact person to finalize the day’s 

details

∙ Monitor meeting room temperature for comfort

∙ Always have a potential speaker in your meeting audience in case one of your
confirmed speakers does not show

∙ Open meeting by indicating emergency exits, restrooms, and thanking all attendees

∙ Allow a few minutes at the beginning of General Membership meeting for President to 
say a few words and to conduct any unfinished business, i.e. approve Minutes 
and/or budget

∙ Type, make copies, and distribute Agenda and speaker bios to all General Membership 

meeting attendees

∙ Introduce and read speaker bios for General Membership meeting

∙ Announce reminder to turn in name badges at end of General Membership meeting

∙ Announce lunch and break details at General Membership meeting

∙ Announce continuing education credit details

∙ Assist speakers with any presentation handouts

∙ Assist speakers with audio-visual equipment

∙ Announce 50/50 raffle reminder during General Membership meetings

∙ Close General Membership meeting with a thank you to all attendees and speakers and 
by announcing date/location of next General Membership meeting

∙ Secure final bill from meeting facility and turn over to Chapter Treasurer for payment

∙ Follow up with thank you emails to speakers after General Membership meeting

∙ Distribute General Membership meeting speaker gifts to speakers

∙ Confirm speakers for May General Membership meeting

April

∙ Attend Fifth Executive Board meeting
∙ May attend Spring Region Forum
∙ Present Executive Board with tentative May General Membership meeting Agenda
May

∙ Attend Fourth General Membership meeting
∙ Arrive early to General Membership meeting to check out room, adjust temperature, or 
meet with facility contact person to finalize the day’s details

∙ Monitor meeting room temperature for comfort

∙ Always have a potential speaker in your meeting audience in case one of your
confirmed speakers does not show

∙ Open meeting by indicating emergency exits, restrooms, and thanking all attendees

∙ Allow a few minutes at the beginning of General Membership meeting for President to 
say a few words and to conduct any unfinished business, i.e. approve Minutes 
and/or budget

∙ Type, make copies, and distribute Agenda and speaker bios to all General Membership 

meeting attendees

∙ Introduce and read speaker bios for General Membership meeting

∙ Announce reminder to turn in name badges at end of General Membership meeting

∙ Announce lunch and break details at General Membership meeting

∙ Announce continuing education credit details

∙ Assist speakers with any presentation handouts

∙ Assist speakers with audio-visual equipment

∙ Announce 50/50 raffle reminder during General Membership meetings

∙ Close General Membership meeting with a thank you to all attendees and speakers and 
by announcing date/location of next General Membership meeting

∙ Secure final bill from meeting facility and turn over to Chapter Treasurer for payment

∙ Follow up with thank you emails to speakers after General Membership meeting

∙ Distribute General Membership meeting speaker gifts to speakers

∙ Confirm speakers for Fall Seminar
June

∙ Attend Installation of Officers Banquet

∙ At end of year term, brief incoming Vice President/Program Chair on process and assist 

as needed

Note:  You will be responsible for introducing Fall Seminar speakers at the beginning of your term, (current Program Chair will have already secured speakers and made necessary arrangements), however, you will be responsible for securing all speakers and making all related arrangements at the end of your term, securing speaker gifts, gift bags, wrapping paper, tissue paper, etc., and the incoming Program Chair will be responsible for the introductions.

* This duty may be completed while you are Treasurer or Secretary.

** You will be responsible for this duty only at the beginning of your term.  Be sure to 

get the email addresses for all speakers from the outgoing Vice President/Program 

Chair.  The thank you emails for the Fall Seminar at the end of your term will be 

sent out by the incoming Vice President/Program Chair.  

Revised:  5/29/2011

5

