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BOARD OPERATIONS JANUARY 21, 2014 
DUTIES OF THE BOARD SECRETARY 
 
 
 
It shall be the duty of the Board secretary to act as clerk at all meetings of the Board; to record 
the proceedings of all meetings; and the minutes of all meetings, orders, resolutions and other 
proceedings of the Board in proper record books; to give the prescribed notice of the annual 
district meeting, and of all such special meetings as shall be required to give notice of in 
accordance with the provisions of law; to preserve and file copies of all reports and safely 
preserve and keep all books, papers and other documents belonging to the office of secretary or 
to the district, and to deliver the same to his/her successor in office; and to perform such other 
duties as are or shall be required of the Board secretary by law or by the Board. 
 
The Board secretary shall sign documents and correspondence as authorized by the Board 
and/or required by law. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
LEGAL REF.:  MCL 380.11a(6), 380.1201(5) (Legal References Updated 3/12/07) 


