Duties of the Secretary
	Item
	Detail
	Time of year

	Report to President
	The secretary will report to the President
	Full Term

	Legal Affairs reports
	The secretary is responsible for all legal affairs reports

	As needed

	Chapter Correspondence
	The secretary is responsible for all chapter correspondence
	As needed

	Meeting Minutes 
	The secretary will record and keep all meeting minutes
	All Meetings

	Maintain and preserve correspondence and communications
	The secretary will maintain and preserve all correspondence and communications
	As needed


