Secretary
Bowman Woods Swim & Racquet Club

Board Position Responsibilities

Revised 2011
*Oversee all record keeping for the club.

*General responsibilities include:


-Attend all monthly meetings and record all topics discussed and decisions made.


-Keep accurate computer records of all meeting minutes.

-Distribute meeting minutes to each board member by e-mail.  The Webmaster will post all meeting minutes on the website.
-Keep record of all board position descriptions/responsibilities.  Update as necessary.  Provide copies at the annual Election of Officers meetings for prospective board members to review.

-Provide past meeting information (from minutes) to board members as requested at meetings.  Paper copies of past meeting minutes should be brought to meetings.

-Keep board member contact list accurate, updating board member information as needed.  Distribute to current board members by e-mail after any changes.

