The Information Systems Section

Secretary’s Operating Manual
Version 1.0
January 9, 2006
TABLE OF CONTENTS

Overview

· Term and duties as specified in the by-laws
Timeline

· Mid-Year Meeting

· Annual Meeting

OVERVIEW

Term and duties as specified in the by-laws:

The Secretary is elected for a one-year term and is eligible for re-election for two additional one-year terms. The duties of the Secretary are to: 

1. Supervise the keeping of records of sectional meetings and procedures, and to report the minutes of the annual business meeting in the newsletter following the annual meeting.

2. Follow-up on membership activities, including surveying former section members who did not renew their membership.

3. Work in liaison with the AAA Administrative Secretary regarding all facets of sectional membership.

4. Maintain the operating manual.

5. Develop and execute plans and programs to enhance section membership.

6. Serve as a member of the By-Laws Review Committee.

TIMELINE
1. The IS Section’s fiscal year runs from Sept. 1 to Aug. 31.

2. The new Secretary officially begins their duties on Sept. 1.
3. The Secretary should take minutes at the Executive Committee meeting held each January in conjunction with the IS Section Mid-Year Meeting.

4. Minutes should be distributed to the Executive Committee along with any other pertinent documents distributed at the Executive Committee meeting.
5. The Secretary should take minutes at the annual business meeting held each August in conjunction with the AAA annual meeting.

6. Minutes should be distributed to the Executive Committee along with any other pertinent documents distributed at the Executive Committee meeting.

7. Minutes should be published in the section newsletter following the annual meeting.










� The By-Laws Committee consists of three members, one of whom is the Secretary. The function of this committee is to advise the Executive Committee on changes in the By-Laws.





