Charges for the Secretary, 09-10
1. Shall be responsible for preparing minutes of all NADE’s official meetings and distributing copies to Board members within 30 days after the close of the meeting.

2. Shall prepare copies of the proposed agenda, the reports of all NADE Board members, appointed Directors, and appointed Representatives and Committee Chairs, and other material as requested by the President for distribution at the Mid-year and Old Board meetings.

3. Shall supply Board members and Committee Chairs with NADE stationery and envelopes when requested.

4. Shall prepare a synopsis of each official meeting of NADE for publication in the Advocate and shall share these synopses with the CCP chair for distribution to the Chapter Presidents.

5. Shall report to the mid-year and annual Board meetings and the annual General Membership meeting, summarizing in a ½ page executive summary highlights for reading at the General Membership meeting.

6. Shall mentor their successor in this role.

7. Shall send copies of all correspondence to the NADE President and President-elect.
8.  When the term of office ends, shall image all appropriate records, not including 
records previously submitted to the NADE Secretary, and submit to the NADE 
Historian electronically.
