Secretary
· Send written notice of all meetings.

· Be responsible for having the minutes at all meetings recorded.


· Have a copy of the minutes distributed to each member of the Board 
of Directors before the next regularly scheduled meeting of the Board.


· Keep a permanent file of all minutes, important correspondence and 
all other properties of the Corporation.


· File copies of the Corporation's minutes and other important 
organizational materials with such organizations as are designated by 
the Board of Directors.


· Retain the Corporate Records Book, the Application for Exemption 
filed with the Internal Revenue Service and all annual reports files 
with Internal Revenue Service at the principal office of the 
Corporation.


· Pursuant to IRC Section 6104 and Internal Revenue Code Reg.Section 
301.6104(d)-1, retain for public inspection all annual reports filed 
with the Internal Revenue Service.


· Be the person named in any newspaper publications notifying the 
public of the opportunity to inspect said annual reports, which 
publications were made pursuant to IRC Section 6104,as the person to 
be contacted for an appointment to inspect said annual reports if the 
Corporation is a private foundation as defined in IRC Section 509.

