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Purpose:
To insure proper minutes are taken and distributed to leadership.
Policy:

1. The Secretary shall be responsible for minutes taken at all TAHU Board of Directors meetings.  That such approved minutes shall be distributed to the Board of Directors within 15 days of such meetings.
2. The Secretary shall be responsible to maintain the Associations Policy and Procedures.  Approved Policy and Procedures shall be recorded in the minutes of the BOD meeting and stored on the nctahu.org website.
Procedure(s):

1. Record the minutes of TAHU Board of Directors meetings using the THAU minutes template for the Pacesetter.
2. Coordinate with each Board member to obtain any missing information to complete the TAHU BOD minutes.

3. Distribute the minutes of the meeting before the next TAHU BOD meeting.

4. Coordinate with the TAHU Webmaster to insure that the minutes are posted on the nctahu.org website.

