Secretary

OBJECTIVE:

To maintain an official record of the Chapter’s events and activities.
DUTIES:

The primary duty of the Secretary is to keep the minutes of the Chapter’s Board meetings.  The Secretary also assists other Board members in completing their activities.

The Secretary keeps accurate minutes for the monthly Chapter Executive Committee (CEC) meetings (i.e., Board meetings) and any special meetings deemed necessary by the Board.  The minutes from each meeting should be typed and sent out to all Board members via email.  The deadline for approval should be set so that the approved minutes can be included in the Disclosures newsletter immediately following the Board meeting.  This process will expedite the Board meeting as they are usually held to an hour, either during lunch or after work.  In addition, it will provide members the most up-to-date proceedings of the Board meetings.

The previous year’s executive meeting minutes have to be maintained for record and historical purposes.

A copy of the approved Board meeting minutes (including any voted-on changes to the minutes) is to be forwarded to the Communications Director for inclusion in the Disclosures newsletter.

At the end of the fiscal year the board minutes for the whole year should be submitted to the Treasurer to be included in the binder given to the Auditors.  This can be done electronically or in paper form. 

The Secretary will be responsible for handling non-electronic mass mailings that are not specific to other board positions.
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