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ASQ – Boston
Leadership meeting 

Fiscal year 2010/2011


	Minutes
	December 7, 2010
	
	LT Meeting

	

	Meeting called by
	ASQ- Leadership Team
Skipjacks, Newton  MA

	Attendees:
	Mary Marshall
Scott Howes
Jim Turner
Peter Ashe

Dave Treffs

Jim Shore

Arnie Greenbaum

David Manalan

Dave Jasnos 

Theresa McCarthy
Pat Macdonald
Alice Maina 

Roger Keller

	CC:
	

	Make sure you bring your LT binder to every meeting!!
Agenda items:
1. Call to order and establish quorum
· Tricia stepped down as the secretary. Alice took over the role. Arnie will be in charge of arrangements.
· Diane Dixon is stepping down as regional Director, LT members interested in the nomination for the position were asked to email Jim Shore.

· New chair elect is required. Theresa volunteered to be chair elect. LT members interested in the nomination were asked to email Jim Shore.

2. Roles and Responsibilities

· Alice – meeting minutes, notes and action items

· Mary – Time keeper

3. Review of open action items from previous meetings
4. QMP and Budget

5. Updates from Chairs that were present

6. New Business – Mary suggested that the LT meeting should create a master calendar for the following year, listing the programs for each month.
7. Next LT meeting date and location

· Meeting will be held at Skipjacks, Newton MA on January 11th 2011. Members requested to arrive at 5.30pm for the social, the meeting will start at 6.00pm.

Started:     6:15 PM, Ended  8:30 PM

	Discussion

	Action Items 
Dave Jasnos to invite Steve Cremer to the next LT meeting to talk about the FIRST Robotics competition.

Dave Jasnos to send the email blast for the January meeting.

Jim to send email on the requirements for the section’s regional director position.

David Manalan to contact Nina with the list of requirements for BOSCON registration.
Dave Treffs to send Arnie a list of expected expenses for the courses.
LT members to create a master calendar for the year 2012

Dave Jasnos to update work instructions for LT website training.

Dave Jasnos to obtain survey results for the November factory tour and give the metrics to Scott.

Meeting minutes to be posted on the website.

Quality Management Plan (QMP) 
Treasurer
Arnie presented the income statement. The PayPal issue had been resolved and money had started coming in. The need to control expenses during the monthly workshops was discussed.
BOSCON
Dave M was working on getting the speakers for the event. 
He was also to start soliciting for people to exhibit on the tables at the event as well as deciding on how to price the tables. It was suggested that ASQ Boston should exhibit on one of the tables. Dave M is also looking for the two keynote speakers and also deciding on the speaker gift. It was suggested that Dave M should also look for sponsors for the event.
Membership
Scott discussed the membership metrics. 
Peter is to obtain the number of non LT people who attended the workshops in the past and give the metrics to Scott. 
The membership team will send the VoC survey.
Scott to show LT how to access data.

Arrangements
Arnie Greenbaum is in charge of arrangements. The members agreed to have the next LT meeting at Skipjacks and Arnie is to check the availability of a larger room.
Website
Jim Shore and Dave Jasnos to discuss hosting site issues.
Certification

The certification exams were done on 4th December.

Programs
The workshop ideas for January, February and march were discussed; Peter will follow up and make the necessary arrangements. 
It was agreed that the events should be arranged in advance to give the ASQ members enough time to plan to attend the workshops.
Education 
Dave T will send an updated list of the courses being offered in spring 2011. 
It was noted that the expenses for education were high, Dave T explained that more course materials were bought to obtain the discount and that they will be used in spring. 
Jim Shore suggested that a survey should be done to find out the percentage of people who passed the certification courses after doing the prep course verses those who did not do it.
Awards and Nominations
Theresa came up with three awards: Member leadership award, Boston society award and Testimonial award. 
The Boston society award has a Jan 1st deadline, Theresa is to select the people and they will be nominated by the LT during the conference call on Dec 20th.  
The testimonial award nominees are approved by the ASQ headquarters. It was noted that the nominee for this award will be chosen but it cannot be presented during WCQI because the deadline has passed. 
Outreach
Lt members will decide on how the section can contribute to the robotics program after the presentation by the program’s director.
It was decided that people who brought more than $10 worth of toys will be entered into a raffle and the winner will be offered a free registration of the monthly workshop.
The next Leadership Team meeting will be 01/11/11 @ Skipjacks.  

	**Closed action items are highlighted in Green and moved to the last page of the minutes.



	Parking Lot Action items
	Person responsible
	Deadline

	1. If new people are being brought to the LT meeting, advance notice is requested by the “sponsor” so that everyone is aware of their participation
	All
	Ongoing

	2. Update contact list of ASQ-Boston chapter’s leadership team

a. Need to be updated with Pat’s info, resend out and posted on the LT section of the website
	Mary Marshall
	Before next meeting

	3. Updated contact list to be e-mailed to Davis Jasnos for subsequent web-page up-loading
	David Jasnos
	Update after the list is reconciled by Mary

	4. Next LT meeting :
Sipjacks
55 Needham St
Newton, MA

Arnie to send an email, reply back to confirm
	All
	Jan 11th 

	5. Setup up monthly Conf calls with the LT, on the Monday of the same week of our monthly program

next one is scheduled for Dec 20th at 7pm. 
	Jim
	Next con call Dec 20th 

	6. Resolve Website Registration Issue
	Dave Jasnos/Jim
	Open

	7. Gather additional information on national, local and testimonial awards.
	Theresa
	Open

	8. Provide QMP updates to Jim prior to the LT meetings, if possible, or be ready to give a summary at the LT meeting
	All
	Prior to the LT meetings

	9. Veronica to work with Dave Treffs to Add ASQ as outside Vendor for Boston Scientific. (Recommended to be added as Boston Section ASQ so that the checks are issued to us and not to HQ).

	Veronica
	Open

	10. LT appreciation night to be scheduled for Jan 29th…what do we want to do? 
	Jim
	To be discussed at next LT meeting

	11. Veronica to look into getting membership info and possibly share it on the website. 


	Veronica
	Open

	12. Member ship list we get from Head Quarters. Veronica does not have LT status according to HQ


	Jim
	Open

	13. Dave Jasnos & Veronica to work on survey to follow workshops. 


	Veronica & Dave
	ongoing

	14. LT Name badges – Tricia had started working with supplier but have not heard back from her since Nov 17th 
	Jim
	 Open

	15. Chair Elect position – Theresa has volunteered to take the open position
	Jim 
	Jim to discuss on conf call

	16. Dave Jasnos to invite Steve Cremer to the next LT meeting to talk about the FIRST Robotics competition.
	Dave Jasnos
	Next LT meeting?

	17. Dave Jasnos to send the email blast for the January meeting.
	Dave Jasnos
	Jan

	18. David Manalan to contact Nina with the list of requirements for BOSCON registration.
	David Manalan
	Open

	19. LT members to create a master calendar for the year 2012
	Mary Marshall
	Open

	20. Dave Treffs to send Arnie a list of expected expenses for the courses.
	Dave Treffs
	Open

	21. Dave Jasnos to update work instructions for LT website training.
	Dave Jasnos/Jim
	Open

	22. Dave Jasnos to obtain survey results for the November factory tour and give the metrics to Scott.
	Dave Jasnos
	Open

	23. Distribute LT meeting notes and post all meeting notes to the website
	Alice
	Open


	Action items – COMPLETED or CLOSED
	Person responsible
	Status

	24. Regional leadership training – How to sign up www.NEQC.org/leadership training


	Jim Shore – email sent out on July 14th, email registration@neqc.org
	Completed

	25. Contact HQ to get clarification regarding QMP template – information emailed to LT
	Jim Shore
	Completed

	26. Put roles on the agenda item for each meeting; time keeper, action item list, tangent alert
	Jim Shore
	Completed

	27. All chairs to review the QMP and Budget, provide feedback back to Jim before October 1st deadline
	ALL
	Completed

	28. Arnie was tasked with reviewing scholarship applications
	Arnie
	Completed

	29. PR video (dinner meetings & BOSCON) Incorporate some pictures of ASQ fellows and leadership team members in the presentation.
	David Treffs
	Completed

	30. Follow up with Regional Director to understand QMP requirements for filling out last year’s formal documents
	Jim Shore
	Completed

	31. Business and financial (budget) submissions for fiscal year 2011 are due by Oct 1st 2010. Copy Regional Director.
	Jim Shore
	Completed

	32. Send out QMP templates to leadership team
	Jim Shore
	Completed

	33. Annul financial audit due by August 15th
	Audit Team

Arnie Greenbaum
	Completed

	34. Email Scott's list to all LT
	Scott Howes
	Completed

	35. Scott - Retention goals - new member goals - six steps
	Scott Howes
	Completed

	36. Role & responsibility matrix. Leadership team needs to assemble a role and responsibility matrix with escalation plan for communication especially for e-mail requests.
	Jim Shore – send out draft document
	Completed

	37. New member packages may require a tiger team
	Membership Chair
	Completed

	38. September event planning
	Peter Ashe
	Completed

	39. Tricia to contact Mary and Ivan about Outreach program in Dec. 


	
	Completed

	40. Contact Nina regarding training for the LT
	David Jasnos
	completed

	41. Each Chair let Scott know what their metrics are for measuring id they meet their metrics

a. Review the email sent out by Scott prior to the last LT meeting to determine if that information meets the needs or if there are additional metrics that are needed.
	ALL
	Completed

	42. If escalation matrix is not possible, then leadership team needs to assemble a communication matrix especially for responding to e-mail requests.
	Peter Ashe
	Completed

	43. Discuss strategy of how to update and keep the website updated
	All
	Completed

	44. QMP is to be updated (save as a new revision by date) and posted on the LT home page
	Jim
	Completed

	45. Website update – setup conf call/webmeeting to review required updates right now and establish owners for each page
	Jim
	Completed 

	46. Setup hands on training for LT thru David J and Nina.
	Jim
	Completed

	47. Let Ivan know if you are interested in using Splash for a LT meeting.
	LT Members
	Completed

	48. Put together a holiday/outreach party for December, using the money we usually spend for our LT meeting as the budget
	Mary, Ivan
	Completed

	49. Dave J to pull together details on Robot program @ Rindge Latin. 


	Dave J
	Completed

	50. Jim to send email on the requirements for the section’s regional director position.
	Jim
	Completed
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