Chapter Chair Quick Start Guide “One-Pager”

Welcome to the Chapter Chair Quick Start Guide.  This one-page guide assumes you have been recently elected to the position of Chair of a Technical Society Chapter and want to quickly learn the basics of your position.  You’ve found the right place!

The Chapter Chair is responsible for one of the Technical Chapters of the Section.  In most Sections there are a number of Technical Chapters so you have some colleagues locally with which you can learn and swap ideas.  As a Technical Chapter Chair you are responsible for the success and activities of the Technical Chapter and you are a member of the Section’s Executive Committee (ExCom).  The Technical Chapter is also a subset of the related Technical Society and that Society is a source of support for your Chapter.

The primary role of the Technical Chapter is to provide local programs in the field of interest of the Technical Society. 

First Things-To-Do in the First 30 Days (in order of “Doing”)

1) Know your Chapter – What is a Chapter, how does the Chapter Chair fit into the Section, and who are the members. 

2) Getting Organized - What reference material is available? Learn about the tools that are available to assist you. 

3) Develop Chapter Activities – The essence of the Chapter – providing activities for members. Must provide a minimum of two technical meetings per year.

4) Setting up Chapter Meetings – Tools and options for planning technical Chapter Meetings.

5) Publicizing Chapter Meetings – How to get the word out and target potential attendees.

6) Get Connected – Join the SEM Section Officer's Email List, join the SEM Online Community, and join your Society's Chapter Chair's email list. Attend and report your activities at SEM ExCom meetings.

Online References You Need To Know

A) IEEE Unit Officer Training
B) IEEE Officer Job Descriptions
C) Southeastern Michigan Section (SEM) Chapter Chair Duties
D) Southeastern Michigan Section (SEM) Yearly Planning Calendar
E) IEEE Technical Activities Board Operations Manual, Society Areas of Interest
F) IEEE Chapter Chair's Reference Guide (PDF file)
G) IEEE Planning Successful Meetings Guide
H) IEEE Membership Database “SAMIEEE”
I) IEEE Meeting Report “L31” Form. See also IEEE vTools Meetings Project
J) IEEE Organization Rosters – find who's who

K) IEEE Distinguished Lecturer Program
L) IEEE e-Notice Service
M) Southeastern Michigan Section (SEM) Web
N) Southeastern Michigan Section (SEM) Online Community
O) Southeastern Michigan Section (SEM) Officer's Email List
P) IEEE Sections Congress Training
Q) IEEE Web Site and 
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