GENERAL

POLICY TITLE: Board Secretary
POLICY NUMBER: 1015

10151
The Secretary performs duties including recording of minutes and actions of the Board of Directors and

10154  Duties of the Secretary
The Secretary of the Governing Board shall-have the following duties:
a) Certify or attest to actions taken by the Board when required;

b) Sign the minutes of the Board meeting following their approval; [ Comment D1]: 2272772

c) Sign the documents as directed by the Board on behalf of the Authority, and sign all other items which
require the signature of the Secretary;

d) Perform any other duties assigned by the Board and the General-ManagerChief; and |

e) Perform any other duties required under law.

1015.,5  Responsibilities of the Secretary
The duties of the Secretary, with assistance of the Gererat-ManagerBoard Chair and Chief, are: |

a) Respond to routine correspondence;

b) Prepare for Board meetings, including preparing the agenda with the advice of the Genreral
ManagerBoard Chair and Chief, and providing public notice of Board meetings in accordance with state
law;

c) Attend all Board meetings and ensure minutes of the Board of Directors meetings are recorded. These
recordings are for use by the Secretary only for the purpose of preparing minutes for adoption at the
next regularly scheduled meeting of the Board. Upon adoption of these minutes the recording media will
be reused;

d) Ensure accurate-Minutes of each Board meeting are prepared and maintained; |

e) Maintain Board records and other documents and reports as required by law; and

f) Disseminate correspondence to Board officers addressed to them.
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