SECRETARY

Southside Church of the Nazarene

SUMMARY

The Secretary serves as an elected officer of the Board and provides accountability for the administrative team of the church, ensuring good stewardship and best practices for reporting of minutes and corporate documents for the success of the Mission of the church. 

TERM OF OFFICE
The SNC/Corporate Secretary shall be elected by the Board of Directors. The term of office shall be for one year from the date of the election. 

GENERAL RESPONSIBILITIES
Organizations are required by law and by custom to maintain certain records for several purposes, including:

· accurate recollection of decisions; 

· determination of eligibility to vote; 

· continuity of policies and practices; and 

· accountability of directors and officers. 

The Secretary is responsible for assisting the Administrative Department, ensuring that accurate and sufficient documentation exists to meet legal requirements, and to enable authorized persons to determine when, how, and by whom the board's business was conducted. In order to fulfill these responsibilities, and subject to the organization's Bylaws, the Secretary assists the Administrative Department to ensure an accurate and available record of meeting minutes, proposes policies and practices, submits various reports to the board, maintains membership records, fulfills any other requirements of a Director and Officer, and performs other duties as the need arises and/or as defined in the Manual of the Church of the Nazarene. (See note 135.1-.3)
ACCOUNTABILITY
The Secretary is accountable to the Senior Pastor and Board of Directors as specified in the Bylaws and the Manual of the Church of the Nazarene. Through the Board of Directors, certain duties of the Secretary may be delegated to other Administrative Department personnel, board members, and/or committees as appropriate; however, the accountability for them remains with the Secretary.

SPECIFIC DUTIES
Minutes

The Secretary is responsible for assisting the Administrative Department in ensuring that accurate minutes of meetings are taken and approved. Requirements of minutes may vary with the jurisdiction but should include at a minimum:

· date, time, location of meeting; 

· list of those present and absent; 

· list of items discussed; 

· list of reports presented; 

· text of motions presented and description of their disposition. (see note 135.3) 

The Secretary signs a copy of the final, approved minutes and ensures that this copy is maintained in the corporate records. 

CUSTODIAN OF RECORDS
The Secretary assists the Administrative Department in ensuring that the records of the organization are maintained as required by law and made available when required by authorized persons. These records may include founding documents, (eg. letters patent, articles of incorporation), lists of directors, board and committee meeting minutes, financial reports, and other official records. 

MEMBERSHIP RECORDS
The Secretary assists the Administrative Department in ensuring that official records are maintained of members of the organization and Board. He/She ensures that these records are available when required for reports, elections, referenda, other votes, etc. 

BYLAWS
The Secretary ensures that an up-to-date copy of the Bylaws is on file and up to date in the Business Office. 
COMMUNICATION
The Secretary assists the Administrative Department in ensuring that proper notification is given of directors' and members' meetings as specified in the Bylaws. The Secretary assists in managing the general correspondence of the Board of Directors except for such correspondence assigned to others. 

MEETINGS
The Secretary participates in Board meetings as a voting member. In the absence of the President (and Vice-President, if the position exists), the Secretary calls the meeting to order and follows guidelines for meetings as described in the Manual of the Church of the Nazarene. (See 135.5-.6) 

SIGNING OFFICER
The Secretary as required by the Manual of the Church of the Nazarene is designated as one of the signing officers for certain documents. In this capacity, the Secretary may be authorized or required to sign or countersign checks, correspondence, applications, reports, contracts, or other documents on behalf of the organization. 

FILING OF DOCUMENTS
The Secretary may be the registered agent with respect to the laws of the jurisdiction; the person upon whom legal notice to the corporation is served, and responsible for ensuring that documents necessary to maintain the corporation are filed.

135. Church Secretary. The duties of the secretary of

the church board are:

135.1. To record correctly and preserve faithfully the minutes

of all church meetings and meetings of the church board,

and do whatever else may pertain to the office. Board minutes

should identify all voting board members as present or

absent to clearly document a quorum. (120.1, 129.19)

135.2. To present to the annual meeting of the church an

annual report of the major activities of the local church, including

statistics on membership. (113.9)

135.3. To see that official papers, records, and legal documents

pertaining to the local church, including deeds, abstracts,

insurance policies, loan documents, church membership

rolls, historical records, church board minutes, and

incorporation papers are held in trust in either fireproof or

secure safes on the local church premises, or when feasible,

they may be placed in safe deposit facilities in local banks or

similar institutions. Access to such shall always be shared

with the pastor and church treasurer, and care for such shall

be delivered immediately to the church secretary’s successor

in office.

135.4. To be the secretary of all annual and special church

meetings; and to be custodian of the minutes and other papers

of such annual and special church meetings. (113.6)

135.5. To certify in writing to the district superintendent

the results of the vote from the calling of a pastor and the

continuation of the church/pastoral relationship. Such certification

shall be made within one week of the vote.

135.6. To send to the district superintendent a copy of the

minutes of all church meetings and meetings of the church

board within three days of such meetings when that local

church is without a pastor.

135.7. To sign in conjunction with the pastor all conveyances

of real estate, mortgages, releases of mortgages, contracts,

and other legal documents not otherwise provided for in the

Manual. (102.3, 103-104.2)
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