RECORDING/CORRESPONDING SECRETARY
Position:

Elected for 1 (ONE) year term.  

Time Commitment:
Take 2-4 hours to prepare each. Notices/mailings for each meeting take 1-3 hours for preparation. Plus travel (board meetings, etc.).

DUTIES:
I. Serves as a voting member of the Board of Directors.  Required to attend APIC-VA Board meetings and annual membership meeting.

II. Submits budget request to treasurer for the following year.

III. Prepares and submits the minutes of the last general membership meeting for presentation at the annual membership meeting.

IV. Records and prepares minutes of all meetings for the APIC-VA Board and any general membership sessions including the annual business membership meeting. Assignment begins with the January meeting.

V. Maintains attendance of Business meetings.

VI. Sends out notices of all APIC-VA Board meetings to required membership and committee chairpersons.
VII. Coordinates with the President in preparing the agenda for each meeting.
VIII. Handles any correspondence required and/or requested by the President. Prepares formal notice to all newly elected officers and their immediate supervisor acknowledging their service.
IX. Custodian of chapter records to include Membership rosters provided by APIC, minutes of all Board and Executive Committee meetings and chapter correspondence.  
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