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Florida Health Sciences Library Association (FHSLA)
Policy and Procedures

[bookmark: _heading=h.bojogapd79rb]SECRETARY
[bookmark: _heading=h.82lbv5abyavc]The charge of the Secretary is to maintain accurate records and documentation for the Association, take and distribute meeting minutes and manage official correspondence.

The Secretary is an elected position and serves on the Executive Board as an ex-officio voting member. The Secretary assumes the duties and responsibilities of the position at the close of the Annual Meeting and serves a two-year term.

DUTIES
1. Write correspondence as directed by the President.
2. Send committee meeting notices as directed by the President.
3. Record minutes of official meetings, as designated by the President. Send the minutes to the Executive Board for review within one week after the meeting.
4. Disseminate minutes as designated by the President.
5. File and record any official documentation including submissions from the treasurer and other committee chairs. 
6. Save all meeting minutes to the FHSLA Google Drive. Monthly meeting minutes should be organized by year. Annual and mid-year meeting minutes should be filed in the Annual Business Meeting Minutes subfolder.
7. Submit a copy of any meeting reports to the President for placement in the archives.
8. If the secretary is unable to attend a meeting, the Vice President will be designated as the substitute note taker. If the Vice President is not available, the President should select a substitute from available Executive Board members.
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