Secretary Duties
Duties of the Secretary
Monthly
1. Prepare agenda for each Section Leadership Committee meeting showing exact order of business to be conducted, including any business carried over from previous meetings.

2. Attend Section Leadership Committee meeting as a voting member.
a. Read minutes of previous meeting for approval or amendment.

b. Record meeting minutes as a legal record of section business

c. Post meeting minutes on IndyASQ.org web site.

3. Provide notice of section general meetings to members on a timely basis.

4. Attend section general membership meetings.

Annually
1. Collaborate with Section Leadership Committee (SLC) in setting goals and metrics in support of the Section's management process, as related to the documentation of section records and correspondence

As required

1. Communicate and report any activities and status for goals and metrics

2. Update section policies and procedures from amendments captured in minutes 

3. Ensure that appropriate procedures are followed in the amendment process

4. Ensure alignment of section policies with National ASQ Society Bylaws, Policies and Procedures and the Section Operating Agreement (SOA)

5. Upon approval of documented official acts, orders or proceedings, provide signature along with the section chair

6. Serve as primary correspondent for the section
7. Ensuring any links to National ASQ’s Section Operating Agreement (SOA) and parliamentary reference (Robert's Rules of Order) are operative from the section website

a. http://rube.asq.org/about-asq/how-we-do/pdf/SectionOperatingAgreement2009.pdf

8. Endorse National ASQ Society Bylaws, Policies and Procedures, and SOA

9. Coordinating with Internet liaison (webmaster) for fixes and improvements 

10. Ensuring the general and executive section website information and links are current

11. Ensuring Executive meeting minutes are available to section members (hardcopy or website)

12. Ensuring section’s Section Operating Agreement (SOA) are located on the section website 

13. Ensuring links to National ASQ’s governing documents are operative from the section website

14. Facilitating the printing and mailing of notices, ballots, and other information to members as needed
Transition to new Secretary
Equipment/physical assets to turn over:

1. None

Intangible assets to turn over:

1. Secretary site email address, user ID, and password

Records to turn over:

1. None (Deb, this assumes that no official correspondence exists that is not recorded on the web site. Is this true?)
Knowledge Transfer:

1. Provide the incoming secretary with meeting minutes template

2. Provide the incoming secretary with instructions for downloading meeting minutes to the IndyASQ website

3. Exiting chair should ensure new secretary has access to the IndyASQ website and/or corrdinate with Webmaster if access needs to be granted

4. Exiting chair should ensure new secretary is familiar with the IndyASQ website and the location of the SLC Minutes

5. The incoming secretary chair should review the executive and other chair positions at http://asq.org/member-leader-community/positions/
