
SECTION 12

SECRETARY RESPONSIBILITIES

· Chairperson Responsibilities

· Timeline

SECRETARY RESPONSIBILITIES

The Secretary is a member of the Board of Directors.

The Secretary has the following responsibilities:

1. Review minutes taken by AFMA Executive Secretary of each meeting/teleconference of the Board of Directors.  After reviewing and editing, minutes are forwarded to the President for approval.  Upon approval, the Executive Secretary distributes the minutes to all members of the Board of Directors. 

2. Items assigned to Board Members for further action should be printed in bold font within the minutes.

3. Collaborate with Executive Secretary in preparing notice of Annual Business Meeting, Board of Directors Nominations, Bylaws Changes, etc.

4. All historical records should be forwarded to the Executive Secretary annually.  Records will be stored in AFMA’s administrative office at the AAFP.

SECRETARY TIMELINE

	MONTH
	ACTION ITEM

	Ongoing
	· Review minutes taken by the AFMA Executive Secretary at each Board of Directors Meeting/teleconference.

· Submit edited minutes to the President for approval.  Upon approval, send an e-mail copy to the AFMA Executive Secretary for distribution to each member of the Board of Directors.

· Items requiring further action should be printed in bold font within the minutes.

	January
	· Collaborate with AFMA Executive Secretary in preparing notice of Annual Meeting, Nominations for the Board of Directors, proposed Bylaws changes, etc.  Board Nominations are due to the membership 60 days prior to the Annual Business Meeting.  Proposed Bylaws changes are due to the membership 30 days prior to the Annual Business meeting.  

	March/April
	· Collaborate with the AFMA Executive Secretary on minutes of the Annual Business Meeting.  Send all historical materials to the Executive Secretary for storage at the AFMA administrative office at AAFP headquarters.
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