ASQ Central North Carolina Section 1109
Section Leadership Continuity Document

(Supplement to the Section Volunteer Position Description)

Programs Chair / Speaker Contact
The duty of the 1109 Programs Chair is to ensure that speakers are available as scheduled and have all the information necessary for their presentation.  This information includes date, time, location, directions and media available.
Two months prior to a section meeting
1. Send the speaker, via e-mail, a copy of the speaker’s letter, personalized for this particular presentation.  Copy the Chair and the Webmaster.  See sample letter below.*
2. Ask that the speaker send their biographical information by the deadline date that you give. This date should be roughly one month prior to the meeting.  Ask that they send it by selecting ‘Reply to All’ to your e-mail.  This will ensure that the information gets to the Webmaster.

Two weeks prior to a section meeting
3. Send newspaper announcements to local newspapers for People and Places or Business sections.  Send one e-mail by blind copying all the recipients.  See sample announcement below.**
· Addresses as of 2003 (confirm for accuracy): jsturiale@wsjournal.com, rcraver@hpe.com,  jdwalker@courier-tribune.com,  people@news-record.com, helen_west@link.freedom.com, calendar@the-dispatch.com.  
Within one week after the section meeting

4. Send a letter to the speaker on the ASQ letterhead thanking them for the presentation.  Make sure to mention something specific that you enjoyed or learned from the talk.  Invite the speaker to come to future section meetings.

** Sample Announcement:

The Central North Carolina Section of the American Society for Quality will meet at 6:00 on March 16 at the Clarion Hotel (formerly the Radisson) on Swing Road in Greensboro.  The speaker will be Mr. John Sloan, ASQ-CQE, CQM, Senior Quality Engineer in the Global Automotive Division of Tyco Electronics.  The topic will be 'ISO/TS 16949'.  The cost for dinner is $25 ($20 if reservations are made by noon on March 11).  Please e-mail chair@triadasq.org to make reservations.  New members and visitors, please contact Mickey Mouse at mmouse@triad.rr.com .  Visit the section website at www.triadasq.org for additional information.
* Sample Speaker Letter:
Laura G. Betts

Lorillard Tobacco Company 

2525 E. Market St.

Greensboro, NC 27401

(336) 335-6703

lbetts@lortobco.com

ASQ Central North Carolina Section 1109

www.triadasq.org 

Speaker’s Information for Presentations
Dear XXXX,

Thank you again for taking the time to give a presentation to our group on May 18, 2004. I hope you gain as much from the experience as we will.
Directions to the meeting location, The CLARION HOTEL in Greensboro, NC, and the Agenda for the meeting are included on page 3. On page 4, you will find a complete list of our scheduled speakers. Visit our website at www.triadasq.org to keep up to date on our other activities.

It is best if you can arrive between 5:30 and 6:00 p.m. so you will have the opportunity to see the layout of the room, place any handouts you have, be introduced to the officers, and enjoy your complimentary meal without rushing. I have included the number of the hotel front desk on the Directions Page (3) just in case you get lost or are running a little late. My blood pressure is good, and knowing where you are will help to keep it that way.

The group usually numbers between 25 to 40. The room is set up with round tables in crescent style, with place-settings facing the speaker. We have advance registration due by close of business the Thursday before the meeting. We will phone you on Monday to inform you of the number of reservations so you may be properly prepared if you are using handouts.  Our No Shows usually balance out our No Calls.
We can provide a 6’ x 6’ portable screen and a standard overhead projector. We also can provide an electronic projector for use directly with a laptop computer. While we have an older laptop available, we would prefer that you use your own since you are familiar with its operation and can test your material on it before you come. Please advise me of your audiovisual needs about a week in advance so the equipment can be reserved and checked.
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The body of the presentation is typically given between 7:00 and 7:50. Plan to allow some of this time for questions and answers. After a short break, a group will 

reassemble for the session we call The Tutorial. This period of time should be used for more detailed discussion of some part of your presentation. We like to do hands-on or interactive activities here -- mini workshops, quick projects, demonstrations -- something the attendees can take home and implement the next day. If your subject does not lend itself to a more extensive elaboration of some portion or aspect, please notify us and we will arrange to have a section member present a tutorial of general interest. Our members receive extra recertification credit for attending the tutorial, so most of them stay for this portion of the program.

The audience is generally comprised of Quality Engineers and Quality Managers from Guilford and Forsyth counties and the counties that adjoin those two. Most attendees are engaged in the manufacture of textiles, furniture, or automotive products. Interest is increasing from banking, medical, and service industry attendees. As you can see from the program topics, we do not focus on SPC and inspection techniques but are trying to help organizations, large and small, improve their profit margin by improving their throughput quality. We have seen many jobs leave our area over the past several years, and we are trying to help keep our members working at the level they deserve. On Page 4, you can see that a diversity of topics is scheduled for this year to help provide a broad base of information to our members. This is why your presentation has been selected by the Section’s Board.

Please send biographical information to us by April 16, 2004.  Please include some information about your topic so we can create a page for out website.  Digital photos or logos are encouraged. 

Good luck with the preparation for your presentation. I will contact you personally 

about two weeks before your presentation to ensure everything is going as planned.

Feel free to call or e-mail if you have any questions. 

Please acknowledge that you have received this e-mail.

Sincerely,

Laura

Laura G. Betts
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ASQ Central North Carolina Section 1109
www.triadasq.org 
CLARION HOTEL

415 Swing Road

Greensboro, NC 27409

(336) 299-7650

Directions:

The Clarion Hotel in Greensboro, NC is located at 415 Swing Road near Exit 213 of Interstate 40.  Landmarks near this intersection are a Hecht Store, Syngenta, and a BP convenience store at the intersection of Swing Road and Guilford College Road.  We will meet in the Jamestown Room which is located down the hallway beside the Reservation Desk.  Call (336) 299-7650 if you need directions.

We suggest you arrive between 5:30 and 5:45 PM for set-up.

Typical Meeting Agenda

6:00 - 6:15 PM 

Registration

6:15 - 6:45 PM

Socializing and Dinner

6:45 - 7:00 PM 

Business Meeting

7:00 - 7:50 PM

Your Program

7:50 - 8:00 PM

Break

8:00 - 8:30 PM

Tutorial For Certification Credit

8:30 PM


Adjourn
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Schedule of Events 2003 to 2004

Tuesday
September 16, 2003
“Change At Work”



Lisa Galimore Withers

Tuesday 
October 21, 2003
“Lean Sigma”



Bonnie Smith

Tuesday
November 18, 2003
“Why Certify”



Beth McLain: BB&T



Ken Hawkins: Lorillard



Rich Bremer:
Fortune Group

Tuesday
December 9, 2003
Plant Tour: Kidde Safety, Mebane, NC



Wade Stauffer

Tuesday
January 20, 2004
Six Sigma Deployment Lessons Learned -     






American Express





Mike Nichols



Wednesday
February 25, 2004
PCETS Joint Meeting




Gregory Alan Hawkins, PhD.


Director of DNA Sequencing Laboratory, Center for Human Genomics,

WFU Baptist Medical Center

Tuesday
March 16, 2004
“TS 16949”



John Sloan: Tyco

Tuesday
April 20, 2004
“Hospital Quality”



Gail Crowe: Novant 

Tuesday
May 18, 2004
Spouses Night



Charlie Breeding

"A Dull Guillotine is a Pain in the Neck - Balancing Work and Home Life"
