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CHAIR:

● Provide feedback on the preparation of meeting agendas

● Preside at all meetings of the board; however, may defer the facilitation of the meeting 

to staff, if preferred

● Appoint ad-hoc committees, as needed

● Conduct board hearings

● Sign and approve all board minutes

● Carry out other duties as may be assigned by the board

VICE CHAIR:

● Assume the duties of the chair in his/her absence

SECRETARY:

● The role will be assumed by the Executive Director.  He/she shall conduct all 

correspondence of the board, preserve and keep all of its records, receive all reports 

required by the board, and see that such reports are in proper form.  He/she has the 

right to advise on any questions but has no vote with the board.

TREASURER:

● He/she shall review and provide approval to any transactions over $10,000.  

● He/she shall work with the Executive Director to ensure sound fiscal management is 

adhered to

● He/she shall report to the board annually future goals or objectives to consider related 

to budgetary or strategic matters
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