

POSITION:  CHAPTER ASSISTANT SECRETARY-TREASURER
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 items:

∙ IRWA membership name badges

∙ IRWA Guest/Speaker badges

∙ 50/50 Raffle Tickets

∙ Raffle Ticket sign

∙ Food & Beverage tickets

∙ Chapter Podium banner

∙ Clipboard & Pens

∙ Miscellaneous office supplies

Responsible for following forms:

∙ Executive Board Meeting sign-in form

∙ Membership meeting sign-in form

∙ Continuing Education sign-in form

∙ Membership meeting fee receipt form

∙ 50/50 Raffle sign
∙ Badge return sign
July

∙ Attend Installation of Officers Banquet – typically scheduled for end of June

∙ Run current membership list from IRWA website and audit name badges

∙ Type up and assemble any new chapter member name badges

∙ Correct any name badge misspellings of names and/or company names

∙ If a member has had a recent job change, type up and assemble new name badge to 

reflect the new company name 

∙ If a member has attained SR/WA or designation status, change badge to reflect the new 

status

∙ Transport all above listed items to Installation of Officers Banquet location

∙ Arrive to Installation of Officer Banquet meeting early to set up reception table

∙ Hang Chapter Podium banner on speaker podium at Installation of Officer Banquet 

∙ Take registrations for Installation of Officer meeting to determine attendee list prior to 

each meeting and pull appropriate name badges

∙ Set up current membership distribution list by contacting international for current list

∙ Send timely reminder emails out to membership to solicit attendance at Installation of 
Officers Banquet
∙ Bring sign-in sheet(s) to Installation of Officers Banquet
∙ Bring continuing education sign in sheet to Installation of Officers Banquet and at end 

of Banquet, turn over to appropriate person responsible for obtaining approval 

∙ Collect and keep track of Installation of Officers meeting fees (check or cash) at 

registration table and at the end of Installation of Officers meeting and no later 

than one week thereafter, turn over completed registration forms and checks to 
Chapter Treasurer 

∙ At end of meeting, turn over completed General Membership meeting sign-in sheet(s) to 

Chapter Secretary

∙ Inform Program Chair of registration count by deadline for planning purposes

∙ If non-members are registered for Installation of Officers Banquet, type up and 
assemble Guest badges with their names and company names

∙ Sell 50/50 raffle tickets at Installation of Officers Banquet
∙ Determine amount of raffle winnings and number of drawings

∙ Designate person(s) to draw winning ticket(s)

∙ Turn over remainder 50% cash from 50/50 raffle to Chapter Treasurer

∙ Collect and keep track of Installation of Officers Banquet fees (check or cash) at 
registration table
∙ Turn over all checks and/or cash from registrants to Chapter Treasurer at Installation of 

Officers Banquet
∙ At end of Installation of Officers Banquet, inform Chapter Treasurer of any meeting 
registration fees that are outstanding
∙ Collect all name badges at end of Installation of Officers Banquet
∙ After Installation of Officers Banquet, separate and return name badges to appropriate 

alphabetical location

∙ Assist other Executive Board members as needed

∙ Assist with issuing, collecting, and tracking meal and drink tickets

August

∙ Attend First Executive Board meeting

∙ Bring sign-in sheet(s) to First Executive Board meeting

∙ At end of meeting, turn over completed Executive Board meeting sign-in sheet(s) to 

Chapter Secretary

September

∙ Attend Fall Seminar (could be in October) 
∙ Attend Second Executive Board meeting (could be in October)

∙ Bring sign-in sheet(s) to Second Executive Board meeting

∙ At end of meeting, turn over completed Executive Board meeting sign-in sheet(s) to 

Chapter Secretary

∙ Type up and assemble any new chapter member name badges

∙ Correct any name badge misspellings of names and/or company names

∙ If a member has had a recent job change, type up and assemble new name badge to 

reflect the new company name 

∙ If a member has attained SR/WA or designation status, change badge to reflect the new 

status

∙ Inform Program Chair of registration count by deadline for planning purposes

∙ If non-members are registered for Fall Seminar, type up and assemble Guest badges 

with their names and company names

∙ Transport all above listed items to Fall Seminar meeting location

∙ Arrive to Fall Seminar location early to set up reception table

∙ Hang Chapter Podium banner on speaker podium at Fall Seminar 

∙ May take registrations for Fall Seminar to determine attendee list prior to the meeting 

and pull appropriate name badges (Registrations may be taken by Fall Seminar 

Coordinator)

∙ Set up current membership distribution list by contacting international for current list

∙ Send timely reminder emails out to membership to solicit attendance at Fall Seminar

∙ Bring sign-in sheet(s) to Fall Seminar

∙ Bring continuing education sign in sheet to Installation of Officers Banquet and at end 


of Fall Seminar, turn over to appropriate person responsible for obtaining 

approval

∙ At end of Fall Seminar, turn over completed Fall Seminar sign-in sheet(s) to Chapter 

Secretary

∙ Collect and keep track of General Membership meeting fees (check or cash) at 

registration table and at the end of Fall Seminar and no later than one week 

thereafter, turn over completed registration forms and checks to Chapter Treasurer 
(Registrations may be taken by Fall Seminar Coordinator)

∙ Sell 50/50 raffle tickets at Fall Seminar

∙ Determine amount of raffle winnings and number of drawings

∙ Designate person(s) to draw winning ticket(s)

∙ Turn over remainder 50% cash from 50/50 raffle to Chapter Treasurer

∙ At end of Fall Seminar, inform Chapter Treasurer of any meeting registration fees that 

are outstanding

∙ Collect all name badges at end of Fall Seminar

∙ After Fall Seminar, separate and return name badges to appropriate alphabetical location

∙ Assist other Executive Board members as needed

∙ Assist with issuing, collecting, and tracking meal and drink tickets

October

∙ May attend Fall Region Forum 

November

∙ Attend Second General membership meeting
∙ Type up and assemble any new chapter member name badges

∙ Correct any name badge misspellings of names and/or company names

∙ If a member has had a recent job change, type up and assemble new name badge to 

reflect the new company name 

∙ If a member has attained SR/WA or designation status, change badge to reflect the new 

status

∙ Transport all above listed items to General Membership meeting location

∙ Arrive to General Membership meeting location early to set up reception table

∙ Hang Chapter Podium banner on speaker podium at General Membership meeting

∙ Take registrations for General Membership meeting to determine attendee list prior 

to the meeting and pull appropriate name badges 

∙ Send timely reminder emails out to membership to solicit attendance at General 

Membership meeting
∙ Inform Program Chair of registration count by deadline for planning purposes

∙ If non-members are registered for General Membership meeting, type up and assemble 

Guest badges with their names and company names

∙ Bring sign-in sheet(s) to General Membership meeting

∙ Bring continuing education sign in sheet to General Membership meeting and at end 


of General Membership meeting, turn over to appropriate person responsible for 

obtaining approval

∙ At end of General Membership meeting, turn over completed General Membership 

meeting sign-in sheet(s) to Chapter Secretary

∙ Collect and keep track of General Membership meeting fees (check or cash) at 

registration table and at the end of General Membership meeting, turn over 
completed registration forms and checks at end of meeting and no later than one 

week thereafter, to Chapter Treasurer 

∙ Sell 50/50 raffle tickets at General Membership meeting

∙ Determine amount of raffle winnings and number of drawings

∙ Designate person(s) to draw winning ticket(s)

∙ Turn over remainder 50% cash from 50/50 raffle to Chapter Treasurer
∙ At end of General Membership meeting, inform Chapter Treasurer of any meeting 

registration fees that are outstanding

∙ Collect all name badges at end of General Membership meeting

∙ After General Membership meeting, separate and return name badges to appropriate 

alphabetical location

∙ Assist other Executive Board members as needed

December

∙ Attend Third Executive Board meeting

∙ Bring sign-in sheet(s) to Third Executive Board meeting

∙ At end of meeting, turn over completed Executive Board meeting sign-in sheet(s) to 

Chapter Secretary

January

∙ Run current membership list from IRWA website and audit name badges

∙ Type up and assemble any new chapter member name badges

∙ Correct any name badge misspellings of names and/or company names

∙ If a member has had a recent job change, type up and assemble new name badge to 

reflect the new company name 

∙ If a member has attained SR/WA or designation status, change badge to reflect the new 

status

February

∙ Attend Fourth Executive Board meeting

∙ Bring sign-in sheet(s) to Fourth Executive Board meeting

∙ At end of meeting, turn over completed Executive Board meeting sign-in sheet(s) to 

Chapter Secretary

March

∙ Attend Third General Membership meeting
∙ Type up and assemble any new chapter member name badges

∙ Correct any name badge misspellings of names and/or company names

∙ If a member has had a recent job change, type up and assemble new name badge to 

reflect the new company name 

∙ If a member has attained SR/WA or designation status, change badge to reflect the new 

status

∙ Transport all above listed items to General Membership meeting location

∙ Arrive to General Membership meeting location early to set up reception table

∙ Hang Chapter Podium banner on speaker podium at General Membership meeting

∙ Inform Program Chair of registration count by deadline for planning purposes

∙ If non-members are registered for General Membership meeting, type up and assemble 

Guest badges with their names and company names

∙ Take registrations for General Membership meeting to determine attendee list prior 

to the meeting and pull appropriate name badges 

∙ Send timely reminder emails out to membership to solicit attendance at General 

Membership meeting 

∙ Collect and keep track of General Membership meeting fees (check or cash) at 

registration table and at the end of General Membership meeting, turn over 

completed registration forms and checks at end of meeting and no later than one 

week thereafter, to Chapter Treasurer 

∙ Bring sign-in sheet(s) to General Membership meeting

∙ Bring continuing education sign in sheet to General Membership meeting and at end 


of General Membership meeting, turn over to appropriate person responsible for 

obtaining approval

∙ At end of General Membership meeting, turn over completed General Membership 

meeting sign-in sheet(s) to Chapter Secretary

∙ At end of General Membership meeting, turn over completed registration forms and 

checks from to Chapter Treasurer 

∙ Sell 50/50 raffle tickets at General Membership meeting

∙ Determine amount of raffle winnings and number of drawings

∙ Designate person(s) to draw winning ticket(s)

∙ Turn over remainder 50% cash from 50/50 raffle to Chapter Treasurer

∙ At end of General Membership meeting, inform Chapter Treasurer of any meeting 

registration fees that are outstanding

∙ Collect all name badges at end of General Membership meeting

∙ After General Membership meeting, separate and return name badges to appropriate 

alphabetical location

∙ Assist other Executive Board members as needed

April

∙ May attend Spring Region Forum  

∙ Attend Fifth Executive Board meeting

∙ Bring sign-in sheet(s) to Fifth Executive Board meeting

∙ At end of meeting, turn over completed Executive Board meeting sign-in sheet(s) to 

Chapter Secretary

May

∙ Attend Fourth General Membership meeting

∙ Type up and assemble any new chapter member name badges

∙ Correct any name badge misspellings of names and/or company names

∙ If a member has had a recent job change, type up and assemble new name badge to 

reflect the new company name 

∙ If a member has attained SR/WA or designation status, change badge to reflect the new 

status

∙ Transport all above listed items to General Membership meeting location

∙ Arrive to General Membership meeting location early to set up reception table

∙ Hang Chapter Podium banner on speaker podium at General Membership meeting

∙ Inform Program Chair of registration count by deadline for planning purposes

∙ If non-members are registered for General Membership meeting, type up and assemble 

Guest badges with their names and company names

∙ Take registrations for General Membership meeting to determine attendee list prior 

to the meeting and pull appropriate name badges 

∙ Send timely reminder emails out to membership to solicit attendance at General 


Membership meeting

∙ Bring sign-in sheet(s) to General Membership meeting

∙ Bring continuing education sign in sheet to General Membership meeting and at end 


of General Membership meeting, turn over to appropriate person responsible for 

obtaining approval

∙ At end of General Membership meeting, turn over completed General Membership 

meeting sign-in sheet(s) to Chapter Secretary

∙ Collect and keep track of General Membership meeting fees (check or cash) at 

registration table and at the end of General Membership meeting, turn over 

completed registration forms and checks at end of meeting and no later than one 

week thereafter, to Chapter Treasurer 

∙ Sell 50/50 raffle tickets at General Membership meeting

∙ Determine amount of raffle winnings and number of drawings

∙ Designate person(s) to draw winning ticket(s)

∙ Turn over remainder 50% cash from 50/50 raffle to Chapter Treasurer

∙ Collect and keep track of General Membership meeting fees (check or cash) at 

registration table
∙ Turn over all checks and/or cash from registrants to Chapter Treasurer at General 

Membership meeting

∙ At end of General Membership meeting, inform Chapter Treasurer of any meeting 

registration fees that are outstanding

∙ Collect all name badges at end of General Membership meeting

∙ After General Membership meeting, separate and return name badges to appropriate 

alphabetical location

∙ Assist other Executive Board members as needed

June

∙ Attend Installation of Officers Banquet

∙ Type up and assemble any new chapter member name badges

∙ Correct any name badge misspellings of names and/or company names

∙ If a member has had a recent job change, type up and assemble new name badge to 

reflect the new company name 

∙ If a member has attained SR/WA or designation status, change badge to reflect the new 

status

∙ Inform Program Chair of registration count by deadline for planning purposes

∙ Transport all above listed items to Installation of Officers meeting location

∙ Arrive to Installation of Officers meeting location early to set up reception table

∙ Hang Chapter Podium banner on speaker podium at Installation of Officers meeting

∙ Take registrations for Installation of Officers meeting to determine attendee list prior 

to the meeting and pull appropriate name badges 

∙ Send timely reminder emails out to membership to solicit attendance at Installation of 

Officers meeting

∙ Bring sign-in sheet(s) to Installation of Officers meeting

∙ Bring continuing education sign in sheet to Installation of Officers meeting and at end 


of Installation of Officers meeting, turn over to appropriate person responsible for 

obtaining approval

∙ Collect and keep track of Installation of Officers meeting fees (check or cash) at 

registration table and at the end of Installation of Officers meeting, turn over 

completed registration forms and checks to Chapter Treasurer 

∙ At end of Installation of Officers meeting, turn over completed Installation of Officers  

meeting sign-in sheet(s) to Chapter Secretary

∙ If non-members are registered for Installation of Officers meeting, type up and assemble 

Guest badges with their names and company names

∙ Collect and keep track of Installation of Officers meeting fees (check or cash) at 

registration table and at the end of General Membership meeting, turn over 

completed registration forms and checks to Chapter Treasurer

∙ Sell 50/50 raffle tickets at Installation of Officers meeting

∙ Determine amount of raffle winnings and number of drawings

∙ Designate person(s) to draw winning ticket(s)

∙ Turn over remainder 50% cash from 50/50 raffle to Chapter Treasurer

∙ At end of Installation of Officers meeting, inform Chapter Treasurer of any meeting 

registration fees that are outstanding

∙ Collect all name badges at end of Installation of Officers meeting

∙ After Installation of Officers meeting, separate and return name badges to appropriate 

alphabetical location

∙ Assist other Executive Board members as needed

∙ Assist with issuing, collecting, and tracking meal and drink tickets

∙ May attend Annual Education Conference
∙ May attend Region Caucus at Annual Education Conference

∙ Order new/additional name badges when necessary

∙ Order new podium banner when necessary

∙ Update any of the above materials/signs/forms with new IRWA logo when necessary

∙ Keep all above documents on CD to pass onto incoming officer
∙ At end of year term, brief incoming Assistant Secretary-Treasurer on process and assist 

at first membership meeting 
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