
Corresponding Secretary 

Position Description: 

Manage e-mail and (limited) USPS correspondence as delegated by the President or 
Board of Directors, covering topics such as member marriages, deaths, awards etc. 

Duties: 

• Send mailings as directed by the President or Board 
• Keep on file all communications received and sent 

General: 

• Attend monthly Board meetings. 
• Submit expenses for the Annual Budget. 
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