Duties and Responsibilities of the Secretary of the New England States Government Finance
Officers Association.

Per Article IV, Section 2. Officers of the Bylaws:

The Secretary shall act as Secretary of meetings of the Association and the Board of Directors and
shall carry on the official correspondence pertaining to the Association and Board of Directors.

e The Secretary, in conjunction with the Executive Director, shall provide notification to the
Association’s membership of the time and location of the Annual Meeting

e The Secretary shall attend and take the minutes of the Association’s Annual Meeting, held
during the Annual Fall Conference

e The Secretary shall attend and take the minutes of the Board of Directors meetings held
approximately 5 times per year either in person or electronically. The minutes will be
drafted and distributed to the President and Executive Director for review within one week
and will be presented to the full Board at their next regular meeting for review and approval.

e The Secretary shall post the approved minutes to the Associations website and archive a
copy to the Association’s Cloud Storage, per the Records Retention Policy

e Maintain the attendance list of Board meetings, according to the Policy, and provide the
President with the name(s) of any Board member who is not attending

e The Secretary will prepare any official correspondence of the Association or the Board of
Directors under the direction of the President and/or Executive Director and retain copies,
per the Record Retention Policy

e The Secretary shall maintain the Association’s various policies and procedures and update
them after Board review and approval. Updated policies and procedures will then be
posted to the Association’s website.

e The Secretary shall serve on multiple subcommittees, as needed, and prepare a record of
the proceedings of those subcommittees. If the subcommittee requires any
correspondence, the Secretary shall prepare the correspondence under the direction of
committee and chair

e Coordinate the orientation of new Officers and Board members in conjunction with the
Executive Director



