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Secretary Goals & Objectives 2009-2010

CHARGE:
The Secretary is charged with performing the following functions:

•
To record the minutes of the executive board meetings and distribute appropriately.

•
To record the minutes of the general membership meetings and distribute appropriately.

•
To mail meeting announcements.

•
To submit minutes to the webmaster for posting on the website.

•
To develop and maintain a Secretary’s Manual / Binder.

GOALS AND OBJECTIVES:

1. The Secretary will complete the minutes within a one-week period following the meetings.

Respectfully submitted,

Shirley Langebartels

Secretary

November 23, 2009
