A. Secretary

a. Shall take minutes of all meetings.  The official distribution of the minutes shall include all officers, the Principal, the official PTO files, and one copy available to parents.  Shall maintain and be responsible for all official PTO files to include the previous year’s financial records.

b. Shall handle all official correspondence.

c. Shall submit annual report on a timely basis.????

d. Shall perform other duties as directed by the Executive Board.

e. Shall serve as ex-officio member of assigned committees.

f. Shall have the ability to sign checks and/or authorized documents.???

