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NATIONAL BOARD OF DIRECTORS - CHAPTER ONE

SECRETARY

1. Purpose:  This chapter provides guidance to the Secretary of Chapter One regarding duties, area of responsibility and source of authority.  It is not intended to circumvent the Constitution and By-Laws of the Chapter.  The Secretary is elected each odd year at the annual national seminar and will hold that office for a period of two (2) years.  If a secretary resigns prior to the end of his or her term, the President will appoint someone to complete that term.

2. Responsibility:  The Secretary receives their authority from and is responsible to the membership.  They are to assist the President in special programs, tasks and responsibilities.  Will act as chair of Constitution and By-Laws.

3. Concept:  The Secretary is the recording officer of the Chapter One.  Official actions of the Secretary are under the direction of the President and the Board of Directors.  The Secretary is a voting member of the Board of Directors.

4. Procedures:  Once elected the previous Secretary will turn over all information and materials needed to conduct the business of this position.  They will:

a. Keep the general Association records, including minutes of all General and Board meetings, committee reports, and a list of active and inactive programs the Association is involved in.  Maintains the Association Guidance Handbook.

b. Take, complete, publish and distribute minutes of all meetings.

1).  Distribute Seminar Minutes to:

a).  Webmaster at info@ncoaga.com.
b).  All Board of Director Members (addresses found in AGH, Section 7, appendix 7-1)

2).  Distribute Board of Director Meeting Minutes to all Board of Director Members (addresses found in AGH, Section 7, appendix 7-1)

c. Be responsible for all equipment/supplies provided to them by the Association for the accomplishment of their duties.  They will make recommendations for improvement of equipment and submit a budget for this equipment as needed.  Replenish supplies as needed and submit bill for reimbursement.

1).  Tape recorder, microphone(s) and tapes

2).  Equipment carrier (Wheeled luggage bag)

3).  Extension cord

4).  Stapler and staples

5).  Paper clips

6).  Steno notebook

7).  Pens and pencils

8).  Batteries for tape recorder and microphone(s)

9).  Scotch Tape

10).  Scissors

d. Maintain election ballots in a large sealed envelope for one year.  One week prior to the next annual seminar, destroys the previous years ballots.

e. Write reports as required by the president and articles for the "Graduate" as appropriate.

f. Attend all meetings directed by ANG NCOAGA President.

g.  Revision authority on the public web site for Association Guidance Handbook, Constitution and By-Laws, Seminar Minutes, Board of Directors Listing updates and mission and vision statements.

h.  Is responsible for the management of the public web site.

i.  Maintain AGH Form 6-25, Public Web Site Information Release “Initial Page” until web page is completely revised or unnecessary/no longer required.  Maintain “Unnecessary Page/No Longer Required” forms and/or “Initial Page” forms that have been completed revised for one year.

j.  Serve as the focal point for changes to this Association Guidance Handbook.  Publish approved changes and forward an electronic copy to individuals listed in Section 7, Appendix 7-1.  Forwards an electronic version to the Webmaster for posting on the NCOAGA web site. 

k.  At all meetings, have the following items available to conduct business:

1).  Roll call Roster (One for Board and One for Seminar)

2).  Copies of AGH, Constitution, and By-Laws Change form

3).  Copies of “For the Good of the Association” form

4).  Hard copy of the current AGH with any changes

5).  Hard copy of the current Constitution

6).  Hard copy of the current By-Laws

7).  Equipment/supplies listed in 4c.

8).  Hard copy of the last meeting minutes

9).  Copies of Seminar Committee Sign-up sheet

10).  Copies of ANG NCOAGA Sign-in sheet


l.  Serves as the chairman of the Constitution and By-Laws committee at the national 

seminar.  Assures that recommended changes are coordinated and processed in

accordance with our constitution and by-laws.  Publishes and makes distribution of all 

changes.


m.  Responsible for the upkeep of the NCOAGA Regional breakdown map/NCOAGA

Board of Directors point of contacts handout.

n.  Is responsible for preparing an annual budget, which will be submitted to the Finance Committee prior to Seminar.

o.  Other duties as assigned by the President.

5. As with all Board of Directors, will maintain a positive and professional military image at all times.
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OPR:  Secretary


