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Elected Offices/Positions – Duties/Responsibilities
Procedure 1.4
Secretary






Original Date: 1976









Revision Date: 4/82, 7/02

Section I:  Elected Offices

D. Secretary

1. Term of office 2 years as stated in the San Jose District By-Laws.

2. Duties/Responsibilities

A. Minutes

To take minutes as appropriate at all District Executive Committee and general Membership meetings.  Minutes are to be approved by the Executive Committee.  Copies of these minutes shall be submitted to the Executive Committee and to Chapter Executive Office according to Chapter Policy within 2 weeks and a copy shall be retained for District records.

B. Records

1. Maintain file of all copies of correspondence, District mailings, questionnaires, committee reports and District minutes.

2. Retain records for five years and minutes for life.

C. Correspondence

1. Conduct other correspondence with Chapter, National and other districts or individuals as necessary and appropriate’

2. Obtain District stationary and distribute as necessary

D. Attend the majority of Executive Committee Meetings and District Meetings.

E. Serve as liaison to the membership committee.

F. Orient the new secretary to the above duties and responsibilities.
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