
SECTION 1 - GOVERNANCE PROCESS 
POLICY 1.9 

SECRETARY'S ROLE 

The Secretary is elected by the Board. 

1. The Secretary is designated as the official custodian of all official records of the District. The 
Secretary shall delegate the day-to-day maintenance and custody of the records to the President of 
the College but may not delegate the accountability. 

2. The Secretary shall sign all official documents and contracts on behalf of the District as 
required by law, by agencies with legitimate authority over college activities, and by the Board. 

3. The Secretary shall be accountable to maintain a record and the official minutes of all meetings of 
the Board. The responsibility to create and maintain records and minutes shall be delegated to the 
President of the College. 

4. In the absence of both the Chairperson and the Vice Chairperson, the Secretary shall call the 
Board meeting to order and shall serve as Chairperson while the Board elects a Chairperson Pro 
Tempore. 
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