

POSITION:  CHAPTER PRESIDENT
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:

∙ Work closely with Committee Chairs

∙ Process any and all written Chapter ethics complaints
July

∙ Attend Installation of Officers Banquet and convey incoming speech and goals– 

typically scheduled for end of June

∙ Prepare and submit Chapter Leadership form from International website

∙ Write First President’s Chapter Message for newsletter and Report on Annual Education 

Conference (should be done in June for a July 1st printing)
∙ Prepare Agenda for August Executive Board meeting

∙ Secure sponsors for Fall Seminar

∙ Ensure that both the Chapter newsletter and Chapter website have an updated list of 

chapter leaders posted

∙ Check with the new Secretary to ensure that the Chapter letterhead has been updated 

with current officer names

∙ Draft goals to market the chapter, courses, designation/certification program, and 

meetings and get assistance from officers and may delegate to committee chairs
∙ Secure Executive Board meeting locations and dates and have posted on the website

August
∙ Have Executive Board members and Committee Chairs sign and submit conflict of 
interest forms 

∙ Hold First Executive Board meeting

∙ Finalize budget for the year and set Chapter goals
∙ Verify who will be attending Fall Region Forum
∙ Review final Fall Seminar Agenda

∙ Prepare Agenda for Fall Seminar Board meeting

∙ Write Second President’s Chapter Message for newsletter

September

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

∙ Solicit information and prepare report for Fall Region Forum
October

∙ Attend Fall Region Forum
∙ Host Fall Region Forum if appropriate

∙ Forward any information received at the Region Forum from International Committees 

to corresponding chapter committees

∙ Prepare and send thank you emails to all Fall Seminar sponsors

∙ Write Third President’s Chapter Message for newsletter

November

∙ Attend Second General Membership meeting of the year
∙ Hold brief business meeting and introduce current year’s officers
∙ Prepare Agenda for December Executive Board meeting
December

∙ Hold Third Executive Board meeting

January

∙ Prepare Agenda for February Executive Board meeting
∙ Write Fourth President’s Chapter Message for newsletter
∙ Submit to International, IRWA award nominations for the Frank C. Balfour, Employer 
of the year, Chapter of the year, SARPA and CRWEF Scholarships, and 
Newsletter of the year (see international website for forms to submit)
February

∙ Hold Fourth Executive Board meeting
∙ Prepare “Chapter Report”
∙ Verify who will be attending Spring Region Forum and Annual Education Conference
∙ Review preliminary budget for next year
March

∙ Attend Third General Membership meeting
∙ Write Fifth President’s Chapter Message for newsletter
∙ Prepare Agenda for April Executive Board meeting

∙ Solicit information and prepare report for Spring Region Forum
April

∙ Hold Fifth Executive Board meeting

∙ Solicit ideas for chapter auction donation for International Conference

∙ Host Spring Region Forum if appropriate

∙ Attend Spring Region Forum

∙ Forward any information received at the Region Forum from International Committees 

to corresponding chapter committees
∙ Write Sixth and final President’s Chapter Message for newsletter

May

∙ Attend Fourth General Membership meeting
∙ Prepare for Installation Banquet

∙ Possibly attend MSPE or AE/CE annual conference
June

∙ Attend Annual Education Conference
∙ Attend Region Caucus at Annual Education Conference
∙ Attend Board of Director’s Meeting and vote
∙ Attend Installation of Officers Banquet

∙ Prepare and convey outgoing message & thank you notes to Officers, Committee 

Chairs, and Sponsors
∙ At end of term, brief incoming President on process and assist as needed
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