Secretary’s Duties:

· The Secretary will keep all minutes and correspondence of the Association. The Secretary will record the minutes of all meetings and conference calls and provide copies to each member of the Governing Board within thirty (30) days time following a meeting.
· The Secretary will maintain historical records of the Association, scrapbooks, pictures, etc.
· The Secretary will make sure a copy of all minutes is kept on file in a designated area.

· The Secretary will keep records of email business actions and report will the next month’s minutes.

· The Secretary will keep record and report actions with the next month’s minutes any business transaction approved by phone.

