

POSITION:  CHAPTER PRESIDENT-ELECT
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:

General Responsibilities:
∙ Assist President with their duties

∙ Arrive early to functions to assist President

∙ Assist incoming President with Installation Banquet responsibilities 

∙ Fill in for other officers when needed

∙ Work closely with Committee Chairs

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

∙ Secure speakers for Fall Seminar *

∙ Secure speaker gifts, gift bags, wrapping paper, tissue paper, for Fall Seminar 

speakers *
∙ Review Chapter Job Descriptions and make any necessary updates

August

∙ Attend First Executive Board meeting

∙ Secure Installation of Officers Banquet location/deposit for next year
September

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

∙ Forward email addresses of Fall Seminar Speakers to Vice President/Program Chair for 

thank you emails
∙ Network with members and look for potential committee chairs for the following year
October

∙ Attend Fall Region Forum 

November

∙ Attend Second General membership meeting
December

∙ Attend Third Executive Board meeting
January

∙ Start confirming potential committee chairs for the following year
February

∙ Attend Fourth Executive Board meeting

March

∙ Attend Third General Membership meeting
April

∙ Attend Spring Region Forum  

∙ Attend Fifth Executive Board meeting

∙ Call and confirm your Committee Chairs for the following year and solicit new ones

∙ Order President’s plaque and have engraved – (check with outgoing President to 

see how they want their name engraved).

∙ Order Past President’s pin (SR/WA or regular member pins are available on 

international website).

∙ Secure sponsors for Installation Banquet

∙ Prepare Banquet program

∙ Secure any Past Chapter President, Region Officer (current or past) or International 

Officer (current or past) to perform installation of officers ceremony
∙ Secure installation of officers gift

∙ Secure invocation volunteer

May

∙ Attend Fourth General Membership meeting
June

∙ Prepare incoming speech and goals for the new year

∙ Attend Installation of Officers Banquet
∙ Attend Annual Education Conference
∙ Attend Region Caucus at Annual Education Conference

∙ Attend Board of Director’s Meeting and vote
∙ At end of term, assist incoming President-Elect on process and assist as needed

* This duty will be only be completed at the end of your term as outgoing 

Vice President/Program Chair.
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