CMRTA State Board Secretary’s Duties

According to the By-Laws
The Secretary shall:

1. Record the minutes of the membership meetings, the meetings of the Board of Directors and all special meetings.

2. Give notice of all meetings to be held. 

3. Be responsible for all official correspondence and records.

4. Be responsible for all Association property. 

5. Keep the Corporate Seal 

6. Keep the book of blank membership certificates; 

a. Fill out and countersign all certificates issued 

b.  Make proper entries in the books of the Association. 

c. Keep a proper transfer book and ledger in debit and credit form showing the number of certificates issued and transferred and the dates thereof.

      7. Serve all notices required by law or By-Laws of the Association

In case of his/her absence or inability to act, the duties of the Secretary may be performed by any person designated by the Board of Directors.
Additional duties:


1. Transcribe minutes from the Board of Directors Meetings and Special Meetings, in a timely manner and present to the Board for review.

2. Prepare the Secretary’s Report to be given at the General Session Meeting, to include:

a. Roll Call 

b. General Session Minutes from the previous year’s General Session, which are to be voted on by the general membership.

c. Acknowledgement of Division Secretaries.

3. Review prior meeting minutes, for clarification, when needed by the          
Board of Directors.

4. Prepare a roster of current year Elected Officers, Appointed 
Positions and Committee Members, to include:

a. Name

b. Title

c. Address

d. Phone Number

e. E-mail address

5. Keep accurate files to pass on to the next Secretary.

6. Prepare successor for the Secretary’s position.

