ASQ – Indianapolis - Section 903

Attendance Chair

Job Instructions – Roles and Responsibilities

Monthly Meetings:

1. Make receipts from template.

2. Copy a member list from the web

3. Check in people attending meeting 

a) Track members and non-members.

b) Track meeting and forum or workshop attendance.

4. Help Treasurer with meeting payments. 

5. Document attendance in database on website.

Reports for the Executive Committee:

      Reports will be available on the web.
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