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Meet with the outgoing Secretary to obtain any files,
especially the link to your chapter's attendance
roster. 
Plan to meet each quarter w/ your officers.  

WHEN FIRST ELECTED

Take meeting minutes and distribute the minutes
within 48 hours.  
Enter attendance into the online record within 24
hours. Announce any annual memberships due that
month. 

EVERY MEETING

Check in on members who are missing meetings.
Check in with members whose memberships are
due for renewal within the next 2 months. 
Submit Officer changes to WBN (see link).
Assist Rep with tracking Chapter Challenge. 
Get assistance from WBN if your chapter is
experiencing issues (see links) 

ONGOING

Meet with the incoming Secretary 1-2x during your
last month to help set her up for success! 

AT THE END OF YOUR TERM 

QUICK LINKS 
WBN website
Chapter Leader Resources 
How to take minutes
How to take attendance
Submit Officer Changes 
Presenter Schedule Template 
Calendar of Events 
Growing Your Chapter 
WBN Policies 
MSC Contact
Find Your Board Liaison

HELPFUL TRAITS 
Positive attitude
Strong organization skills  

TERM
3, 6, or 12 months 

SUCCESSION
Typically the first leadership 
position a member takes  on

WE'RE HERE TO HELP! 
Reach out if you need assistance! 

PLAN TO ATTEND
Chapter Officer meetings/trainings 2x
per year

TIME NEEDED 
2 hours per month 

http://www.wbninc.com/
https://wbninc.com/chapter-reps/
https://wbninc.com/chapter-reps/
https://wbninc.com/wp-content/uploads/2021/04/WBN-Officer-Training_Taking-Minutes.pdf
https://wbninc.com/wp-content/uploads/2021/04/WBN-Officer-Training_Taking-Attendance.pdf
https://wbninc.com/wbn-chapter-updates/
https://docs.google.com/spreadsheets/d/1-98lOpC8py7djd28yJMTg39Ph2Ow-ePa4dmTYtyeWxI/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1-98lOpC8py7djd28yJMTg39Ph2Ow-ePa4dmTYtyeWxI/edit?usp=sharing
https://wbninc.com/chapter-meeting-calendar/
https://wbninc.com/wp-content/uploads/2021/04/WBN-Officer-Training_Growing-Your-Chapter.pdf
https://u21.eff.myftpupload.com/wp-content/uploads/bsk-pdf-manager/2019/12/Policies-Procedures-Approved-2019-1112.pdf
mailto:msc@wbninc.com
https://docs.google.com/spreadsheets/d/1jXBOuCrWnDDrMrtAiQjgrbknDAms-T0SYMJJePY0m4U/edit?usp=sharing

