Secretary Goals & Objectives 2012-2013

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 email meeting announcements.

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

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

· To make a copy of each meeting’s minutes to deliver to MDMLG Archives at end of year.

GOALS AND OBJECTIVES:

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

Respectfully submitted,

Alexandra Sarkozy
Secretary

September 18, 2013
