AASFAA Secretary
Bylaws PG 11-12
Article V – Section 1 – Officers: The officers of the corporation shall be a Past-President, President-Elect, President, one or more Vice Presidents, Secretary, Treasurer, and Treasurer-Elect.
Article V – Section 11 – Secretary: The Secretary shall keep the minutes of meetings of the Board of Directors and membership, maintain official records of the corporation, and perform other duties as assigned by the President or Board of Directors.
Bylaws PG 25
OFFICE: Secretary
TERM: One year. Commencing at the Transition Meeting on July 1, whichever comes first.
FUNCTION: Serve as a member of the Board of Directors and participate in the decision-making process of the Board.
COMMITTEE LIAISON: Newsletter Committee
MEMBER ON: Policies and Procedures Task Force
RESPONSIBILITIES:
Record minutes of all Board of Directors meetings and distribute them to Board members within one month.
Record minutes of all Association meetings and provide them at subsequent conferences or meetings.
Attach relevant documentation to official meeting minutes.
Maintain official Association records, documents, and correspondence.
Prepare communications to the membership as directed.
Maintain the official seal of the Association and ensure its use on authorized documents.
Forward relevant materials to the Archives Committee at the end of the fiscal year.
OTHER ASSIGNED DUTIES: Perform other duties as assigned by the President or delegated by the Board of Directors.
Time Commitment:
No more than 2 hours per month unless there is a board meeting or an event such as the AASFAA Conference. Additional time may be required following meetings to finalize and distribute minutes.
Annual election occurs before April 15th each year, and the term of service is one membership year commencing at the transition meeting or July 1–June 30, whichever comes first.

