ASQ Program Chair Checklist

Enlist speakers for our monthly meetings during the current year.  Coordinate all activities necessary to ensure program is a success, e.g. speaker arrangements, equipment requirements, meeting announcement for newsletter, and all correspondence.

1. By  July 31


Enlist speakers for entire year


Create Speaker Contact Sheet


Send out confirmation letters (or e-mail).


Create one-page Speaker Program Sheet.  Update as needed.

2. Two months before each meeting


Send reminder letter (or e-mail) and Speaker Information Form to speaker

Be sure to get a digital photo of speaker for newsletter

3. One month before each meeting


Complete meeting announcement and send to newsletter editor

4. One week before meeting


Contact speaker about last minute details


Provide facility requirements to Arrangements Chair


Determine thank-you gift

5. At meeting


Introduce speaker

6. After meeting


Send thank-you letter (or e-mail) to speaker


Submit request for reimbursement of travel expenses, etc. on speaker's behalf


