Duties and Responsibilities of Board Members
(Our office manager handles many of the responsibilities of the secretary and treasurer.)
President

Bylaws, 4.4 – The President shall be the chief executive officer of the Association; preside at all meetings of the Association and of the Board; and have all of the general powers and duties which are incident to the office of president of a corporation including, without limitation, the power to appoint committees from among the Owners from time to time as the President may in his discretion decide is appropriate to assist in the conduct of the affairs of the Association.

Robert’s Rules, pgs. 136-141

1. Memorize constantly used procedures.

2. Make sure all know what’s being debated and voted on.

a. See that motions are clearly worded.

b. Repeat wording of motions frequently.

c. Make the effects of amendments clear.
3. Learn how to conduct voting.

4. Know the steps in a meeting.

5. Learn to handle points of order and appeals.

6. Know more about parliamentary procedure than other members.

7. Have the following materials at each meeting:

a. a copy of the group’s bylaws and other rules;

b. a copy of Robert’s Rules of Order;

c. a list of all committees and their members;

d. the agenda (complete order of business) for the meeting drawn up by or together with the secretary.

Vice President
Bylaws, 4.5 – The Vice President shall take the place of the President and perform the duties of the President whenever the President shall be absent or unable to act. If neither the President nor the Vice President is able to act, the Board shall appoint some other member of the Board to act in the place of President, on an interim basis. The Vice President shall also perform such other duties as shall from time to time be imposed upon him by the Board or by the President.
Robert’s Rules – See the duties outlined for the President above.

Secretary
Bylaws 4.6 – The Secretary shall keep the minutes of all meetings of the Association and of the Board; have charge of such books and papers as the Board may direct; maintain a register setting forth the place to which all notices to Owners and Eligible Mortgagees hereunder shall be delivered; and, in general, perform all the duties incident to the office of secretary of the corporation.

Robert’s Rules, pgs. 142-151

      1.   Send out the call or notice of meetings. 
2. Prepare the agenda (complete order of business) for the presiding officer.

3. Bring the following to each meeting:
a. the official membership roll;

b. a list of existing committees and their members;

c. the bylaws, special rules of order (RRO), and standing rules; and

d. recent minutes.

4. Read minutes, correspondence and resolutions to the meeting.

5. Record motions.

6. Assist with voting.

7. Prepare draft minutes.

8. Prepare the final copy of minutes after correction and approval.

9. Keep the official records of the group, which include the bylaws, special rules of order (RRO) and standing rules, minutes, membership roll, and committee reports.

10. Make the minutes available for inspection by the members at reasonable times and places.

11. Provide committees with any documents necessary for their work.

12. Conduct the group’s official correspondence, including notifying officers, committee members….
13. May need to certify with your signature acts of the organization.

Treasurer

Bylaws, 4.7 – The Treasurer shall have the responsibility for Association funds and securities and shall be responsible for keeping full and accurate financial records and books of account showing all receipts and disbursements, and for the preparation of all required financial data; and be responsible for the deposit of all monies and other valuable effects in the name of the Board, the Association or the Managing Agent, in such depositories as may from time to time be designated by the Board; and, in general, perform all the duties incident to the office of Treasurer of the corporation.

Robert’s Rules, pgs. 153-155

1. Spend the organization’s funds only by the authority of the society or as the bylaws provide.

2. Bill and collect dues from members.

3. At each meeting, the chair may ask for a “Treasurer’s Report,” which may consist of your oral statement of the cash balance on hand, or of this balance less outstanding obligations. (No vote is necessary on this sort of treasurer’s report.)
4. Annually, submit a full financial report, dated as of December 31 (unless the organization has a different “fiscal year,” in which case it is dated as of the last date of the fiscal year).

5. This annual report is referred to auditors, and the auditor’s report is submitted to the assembly for a vote of approval. An unaudited treasurer’s report is itself never directly subject to action by the assembly.

6. Audits: When an organization is too small to justify the expense of an audit by CPA’s, an auditing committee of two or more members is created to examine the financial accounts and certify whether the treasurer’s annual report based upon them is correct. This may be a standing committee or a special committee created each year. If they find no irregularities, it is endorsed “Audited and found correct” with the names of the members of the auditing committee, which is read out when you present the annual report.
