SECRETARY
DUTIES and RESPONSIBILITIES

1.
Participates in the meetings and activities of the Executive Council.


2.
Contributes to the formation of policies and procedures of CASFAA.


3.
Serves on the Executive Council Executive Committee.


4.
Clearly and accurately records the minutes of the Executive Council 


meetings.



a.
Prepares a separate sheet for Motions



b.
Prepares and distributes as soon as possible after the meeting, a list 


of the “To Dos” for action.


c.
Distributes copies of the Minutes, Motions and To Do’s as soon as 



possible after each meeting (recommended within ten days)


5.
Takes minutes at all Executive Council meetings, Fiscal Planning 



meetings, Transition Meeting, Leadership Retreat and at the annual 


Conference.



a.
Provide the chair of the following year’s annual Conference with a 



copy of the minutes of the Business Meeting taken at the annual 



Conference.


6.
Provides the chair of the Archives Committee with a copy of all minutes.


7.
Reviews minutes, Motions and To Do list during the Secretary’s report at 


each Executive Council meeting.

8.
Provides a copy of the minutes to the editor of the CASFAA Newsletter.


9.
Sits near the President at Executive Council meetings so that the agenda 


and the direction of the meeting are clearly understood for the creation of 


the minutes.


10.
Brings a copy of the current CASFAA Directory to all meetings.


11.
Coordinates meeting rooms and guest rooms at hotels in conjunction with 


the chair of Site Selection.


12.
Orders and distributes CASFAA stationery and envelopes as soon after 


taking office as possible.  To determine quantity, the Secretary must take 


into account the need of stationery and envelopes for all the committees.

TERM OF OFFICE


Term begins on the first day following the annual CASFAA Conference and 
concludes on the final day of the following year’s annual CASFAA Conference.
