DUTIES FOR THE OFFICE OF SECRETARY
FUNCTION
The secretary is the recording officer of the board/association and the custodian of its records except such as are specifically assigned to others, as the treasurer's books. These records are open, however, to inspection by any member at reasonable times, and where a committee needs any records of a society for the proper performance of its duties, they should be turned over to its chairman. The same principle applies in boards and committees, their records being accessible to members of the board or committee, as the case may be, but to no others.
DUTIES AND RESPONSIBILITIES
A. Keep all records for the board/association.
B. Keep minutes of all board/association meetings, including roll-call of all directors and officers in attendance.
C. Send out notices of all meetings as prescribed in the bylaws.

D. Send transcribed minutes of all meetings to the directors and officers of the association and any member who requests them.

E. Keep a list of all standing committees and their members.
