District Secretary Responsibilities
2012-2014

See: 

· Zonta District Manual March 2014, Section 2
                  (on ZI website under Member Resources, Manuals)  

· D12 Policies & Procedures Manual 2013,  Section 2
                  (on D12 website under Resources, Manuals)  

Additional Responsibilities:

· See  Board & Committee Chair Meetings & Conference Calls document 
· Take roll call at Board Meeting & Conference Calls.  Create an Action Items list and distribute within 2 weeks. Minutes completed and distributed within 1 month.  
· District Conference & Governor Seminar: 
· Perform roll call of clubs 
· Prior – gather documents and get the conference booklet printed
· After – create, distribute, and tabulate conference evaluations
· Coordinate lodging and possibly food for Board Meetings
spdavis@uswest.net
