CFA Secretary/Treasurer

Duties and Responsibilities

· Ensure payment of affiliate fee at the beginning of each year.

· Maintain current list (including names, addresses, phone numbers and e-mail addresses of Officers and Directors.  Send to MFA within one month of election.

· Record and maintain minutes of Board Meetings.

· Keep MFA informed of activities, especially political.

· Keep financial reports current.

· Give financial report at CFA Membership and Board Meetings.

· Handle other duties as outlined in CFA By-laws.

· Forward minutes of CFA meetings to state CFA coordinator.

